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if management executives 


New Richmond office exploits company product inmbuilding, furnishings J 
e Why new automation coding rech Ngués for computéts 
may accelerate the pace of office automation ; 
e Preview of this year’s National Business Show in New York 


TT f Rhys 
} - . of ee _— zh Pet 4 . verona » i. =; “als 
SS: eer Pe. wanes eee Seay ghia ee -2GNe - - aa 2 ci eer RN ey 0) OR ik nuit 
; 3 7 yee ie 4 Secale aaa : St Tien 
/ ea -. , st 
i : 3 Be) k ee ‘ : EX: 
e. es ae. ees Ste : 2 a2. a 
: , a © > a6 i 
f ; ff - oS » ih Ve ep 
me Wober ¢ OT Ge ae Capa 
, | Ay al LS, Vas ps 
; 3 ue: ‘ Sap o. . Aan 4 
4 3 Foo pel OR omen as ben: oo eames ee a — — 
. Ss Pe ete EE Fe ie: a shies he a2 A SM ho fa alae i a2, : ec 
ye oer oe a aD ; ~* ties : Re 
“a ES 7 , 4 ; (ae. . tow A , “ aN ; ee, 
g 4 \ 4 “ Led ie = — - « _ 4 - in = 
—_—-s - rene — 5 Ete 
; 7 ee ————,, a a 
4 — Pa ae r a < yee ee _ . = «ff = hy et 
: s ie rae ate es rf ‘ ott . cS Re = a Nt ne ——— i. 
a 7 Sh siti? ah ‘ a —— al eae 
tt os : Gey | 4: se, im ae 
ma lune magazine for : > 
e; a — i ae 
3 a ad arc ? i S ; ; ea Zé ee. é —_— Re ~ 
a = Se ee ata = ao ee KTS : vie ii } uty << cee 
E. = ~ —_ peng 
Be: —— ~- _ a 2 
s ; ‘ey 
| = awe = 
fae i erie 
+e | a 1 H : a E : ’ i eel ae 
oo } . aE ———— ' 
¥ i ee 
- i : 
i ae 
§ peli 
a4 | i ons 
: be! | 
e ae 
7B ; ” ae 
‘ : -* . = : 
: * a: wy : . eo ¥ 
‘hed 3 } ‘gr ; Lette: 
wet . - ¥ j ia 
Piet - _ a oe > | ie 
ae . — as : - ‘ a 
) — ff a wes Te iy “? ear, 
a eS . ae a ie : i. % a E : aay 7 44 < 4 /- q Rue 
& ee a Bk " ~ P & ge ME i fa fe ee aE 
ag ae | ee ie) ‘ —— . a 4s UU rae ' 434 
| Les. pee s ; ft a a 
i oe ‘ — s+ : . er <— M bere - ape: 
4 —— - oF a E. oe . = . ow _. —— bt 
es a ea. 
i. bon se .. a oe ie ae eo : ie 4 Z eee 
+ me a6 x a - a : 3 “ ay a au. ‘ Pe F ee =a 
ae iS + gal eee ee Ne iis ee 
mm . ee . - SS 4 ‘ ee - _— j os Maes eee oe 
Js Bi: — ee . i 
AS ae =? . —— te 
‘ helt ia a Be a ye. ae : ) a , a e ” “me r 3 
; Pie RN. = 4 3 ——— a eee - C ; toe 
¥ ee | — ; * a . f 4 bas 
% i — «. me ee bleh, ee 3 “ en i bes on G 
‘ sed me oa ; ‘ : beets ear > o 
. . _—< ee a E te % £1 Pi tog oe 4 De ay - ¥ Os ey 
ghee” bs : eee . ps Sp teed if ae > , ee. oe ‘ 
% a ae a ees #4 tS ea70 sf . 2a Q o ae 
i = cee) ‘ oe Y 3 & oF aes i oe ms 7 ki ae 
P >» a alll “ s : ts } te e j ca a cag F . > ts 
. lS a Hes si j : ar ea | 
q J iil 
; ae m a F . 
: a in 3 2 
, Ss : Ee wv 
, as e ° : ; a 
this issue ) 
4 : Sea ae. ale ‘ . Be Pe sg ; : — a. a ; et 3 
} > : Ly ; Fear ah) «253 2a ‘ <i i: te gs ae z 
5 . a ; F: a : ~ i ee * 
zs ae , io ‘ : 
3 ; : as SRE a E i e 2 3 ey ~ z . ‘ ce wy sf —" ‘ : ; 
o i ; = fy a og i * % ‘ 7 2 Bre Ee Bek ti, iis ioe eh ae Bot CY a - ; “ak f 
a a ee ee ) en 4 2 —a 1 ee oll ae “Neal | a F - re 
eg iar: - 7 ae a Pes 4 ae ee tS le _ i a ae Path 


in your office furniture? 


see Your AQE DEALER 


If you’re looking for office furniture that really 
expresses your individuality, then take a few 
moments to call or visit your ASE Dealer. See how 
beautiful new ASE fabrics and exciting ASE colors can 
be tastefully blended to make your office as 
distinctive as your signature. Let your ASE Dealer 
help you make your selection... his advice can make 
a world of difference in the final results. 
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BETTER BUILT FOR BETTER BUSINESS 
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ALL-STEEL EQUIPMENT INC. AURORA, ILLINOIS 


DESKS © CHAIRS © L-UNITS * CREDENZAS © TABLES * BOOKCASES * FILES © BLUEPRINT FILES * CABINETS © LOCKER 
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MR. NO is frustrated. Sales are MR. GO has profit problems, 


down. Profits are suffering. ‘‘New business too. But says he: ‘“‘We have to go after new 

is tough to get these days,” says he. “So business. We must use more Long Distance 

we'll have to cut costs to the bone—even calls between sales visits. That way, we’ll ‘ 
things that have been a necessary part of make more contacts, be Johnny-on-the- .¢ 

the business for years.” spot, keep ahead of competition!” 3 4 
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MORAL: Long Distance pays off. Use it now...for all it’s worth! 


BELL TELEPHONE SYSTEM 
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From our extensive collection of executive 
and general office furniture. Handsome 
boat shaped top executive desk, with wal- 
nut lacquer finish. and brushed chrome 
trim. 96"" length overall — in center, 42" 
— on ends, 36”. 
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MACEY FOWLER 3505 &t65aS New 
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Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


in this issue: 


Why new computer coding techniques may accelerate 
pace of office automation 


by Robert M. Smith 

The three essential skills needed for effective super- 
Vision 
by Earl R. Cornwall 

Why restrict integrated data processing to internal 
company routines? 
by A. G. Mackey 

New Reynolds offices dramatize uses of the com- 
pany’s product 

Forms redesign, automatic transmission speed work 
flow between plant and office 
by A. H. Scott 

National Business Show celebrates 50th anniversary 
at opening this month 

Tools of the Office series 
This month: Microfilm equipment 
by Irene Lipschitz 

WOFI modernizes older space to gain custom-made 
quarters 

Automation in the office 

Criteria for an effective and economical office ma- 
chine replacement program 
by Ernest W. Fair 

What these symbols signify (Editorial) 


27 


104 


PRESTIGE, the public relations 
value, is an important factor in 
the construction of any new of- 
fice: a handsome office is a com- 
pany asset, and is recognized as 
such. But there are few organi- 
zations fortunate enough to pro- 
mote their own products directly 
in the furnishings and construc- 
tion of a new office. Two new 
offices that can boast this double- 
barreled advantage are described 
on pages 34 and 46. 


Subscription: $4 a year in United States and in possessions, Canada, Mexico and 
Cuba. Other countries $9 a year. Single copies 45c; Yearbook Issue $1. Copyright 
1958 by Andrew Geyer-McAllister, Inc.; all rights reserved. Also publisher of 
Geyer’s Dealer Topics, Who Makes It and Where, and The Gift and Art Buyer. 
Please give 60 days’ rotification of any change of your address. Re-entered as second 
class matter Tune 29, 1953, at the Post O at New York, N. Y., umder Act of 
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Sit-Down 
Operation 


Model 239-5 
Eight models 
for every type 
and size of 
organization 


“MATIC > 


solves all SHORT-RUN and 


Truly 


Dvidson 


A Subsidi 


GENERAL DUPLICATING 


problems 


Davidson’s revolutionary DAV-A-MATIC, 


first Offset Duplicator researched in the laboratory 
of modern business and industry, simplifies General, 
Short-Run and Systems Duplicating! 


1. Attach Masters Instantly! New Master-Minder grips and re- 
leases masters without locks or gadgets. Ideal for use when adding 
or eliminating parts of text! 


2. Change Masters Automatically! New APC attaches and ejects 
masters while machine is running—in a matter of seconds! 


3. Speed up Systems Duplicating! New Universal Systems Feed 
combines automatic suction and hand feeding of systems forms, 
records, communications! 


4. No messy cloths, no ink-stained fingers! Just press the lever 
while machine is running and stay spic and span all day long— 


operators love it! 


DAVIDSON CORPORATION 


y of Mergenthal 


Linotype C 


29 RYERSON STREET, BROOKLYN 5, NEW YORK 
Distributors in oll principal cities and Conoda 


GET NEW BROCHURE 
JUST OFF THE PRESS! 


Headings in Protype ¢ Text in Linotype 


Use Readers’ 


» 
7le + 4Nawaind3 13° 


i=) 
DAVIDSON CORPORATION 
29 Ryerson St., Bklyn. 5, N.Y. 


C1 Send new DAV-A-MATIC brochure OMG 10-8 
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Firm 


Street 


City Zone___ State 
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AMA announces ten-month 
schedule of 1.000 meetings 


More than 60,000 business execy. 
tives are expected to attend more than 
1,000 educational meetings that will 
be conducted from October through 
June by the American Management 
Association. 

AMA’s meeting activities for man. 
agement development will range from 
large-scale with formal 
addresses to small-group training. ses. 
sions with individual guidance and 
drill. Increased use will be made of 
simulation, a device for practicing 
skills under conditions that reproduce 
a real-life situation. 


conferences 


A competitive business simulation 
exercise will be added to AMA’s old- 
est continuing course, the four-week 
Management Course. To practice the 
management principles, skills, and 
tools dealt with in the classroom-style 
portion of the course, executive par- 
ticipants will both observe and_ play 
active roles in a controlled situation 
simulating the problems of general 
management. 

The two-week Course in Executive 
Decision-Making, the first AMA pro- 
gram to utilize the simulation tech- 
nique, has been revised as a one-week 
course called the Competitive Business 
Simulation Course. The new program 
will provide more drill in executive 
skills and will put more emphasis on 
the Top Management Simulation Ex- 
ercise, or “business game.” A more 
advanced business model has been de- 
veloped for the simulation exercise. 


To help companies and other or- 
ganizations interested in developing 
simulations for training purposes AMA 
will conduct a seminar on this sub- 
ject in the fall. Staff members and 
guest speakers from companies that 
have introduced simulations will tell 
why and how to use the technique 
and will demonstrate simulations now 
in use, including AMA’s top manage- 
ment exercise and specialized simula- 
tions used in the association’s three- 
week Course in Production Planning 
and Control. Registrants will receive 
copies of the mathematical model: of 
the top management “game,” com 
plete instructions to be fed into an 
electronic computer, and detailed pro- 
cedures for conducting the exercise. 

Two new courses will be inaugu- 
rated this year. A one-week course 
in retail management will be given 
on an experimental basis at the AMA 


OFFICE MANAGEMENT 
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HERE’S TODAY'S BEST VALU 


IN A COMPLETE DICTATING SYSTEM 


IT’S A PORTABLE. Weighs only 6 pounds, is 
flashlight battery operated, needs no carrying 
case. Ready to go to work at the flick of its 
. anywhere. 


IT’S A TRANSCRIBER. Transcription is easy, 
playback clear and true, with exclusive secre- 
tarial system. Recording discs mail in standard 


envelopes for onl 


y a 4¢ stamp. 


IT’S AN OFFICE MACHINE. With big machine 


performance. Ideal for desk drawer dictation 
+. gives you more usable desk top space. 


sou 


OCTOBER 


1958 


TODAY'S 


Now, SoundScriber electronic pioneering brings you the ultimate in modern dictating 
systems—the all-purpose, transistorized battery portable. Here, in shaving-kit size, 
is the versatility of four machines in one (portable, office machine, transcriber, inter- 
view recorder). You also get performance surpassing that of machines twice its size, 
plus the economy of flashlight battery operation. And it’s extra-rugged—built to 
travel. See how the new SoundScriber can help you get more done, with less stress, 
at lower cost. Ask for a demonstration of its versatility in your own office. 


Send coupon today for full details. 
Fill in, attach to your letterhead and mail to: 
The SoundScriber Corporation, Dept. M-10 
Box 1941, New Haven, Conn. 
Please send information on the new, battery-powered, 
all-purpose portable. 


ne 


NAME 


TITLE 
In a hurry? Just call your local SoundScriber dealer. 
He’s listed in the yellow pages under “‘Dictating and 
Recording Equipment.” 


IT’S A CONFERENCE RECORDER. Special 
transistor microphone faithfully picks up im- 
portant interviews, conferences. Plastic discs 
are easily filed as permanent records. 


NDSCRIBER 


MOST ADVANCED DICTATING SYSTEM 


Use Readers’ Inquiry Coupon on Page {02 
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leacs the field with its news and analysis of 


AUTOMATION IN THE OFFICE 


As far back as August 1952 when Automation was a word heard 
only in closed conferences, OFFICE MANAGEMENT released 
what is believed to be the first significant discussion of Auto- 
mation in the office field, “Electronics in the Office”, featuring 
the opinions of David Sarnoff, Chairman of the Board at R.C.A. 
and John S. Coleman, President, Burroughs Adding Machine 
Company. 

Since the appearance of this article in the August issue of 1952, 
OFFICE MANAGEMENT has published articles on Automation 
on a regular basis to keep the office field abreast of everything 
new On this modern technique. Here are some typical ones: 


YEARBOOK ISSUE, MARCH 15, 1957 
Office automation: the changing pic- 
ture 

by Robert M. Smith 
Operations research: science enters 
the business picture 


by Clifford J. Craft 
APRIL, 1957 


Practical pitfalls to guard against in 
electronic data processing 
by Ben Conway 


AUGUST, 1957 
How operations research techniques 


can be used by the smaller company 
by John Hockman 


JANUARY, 1958 


How to prepare an office for a com- 
puter installation 
FEBRUARY, 1958 
Basic steps in programming a com- 
puter for a single operation 
by Ben Conway 
YEARBOOK ISSUE, MARCH 15, 1958 
Spread of office automation slowed 
by cautious business mood in 1957 
by Robert M. Smith 
JUNE, 1958 
Why small companies may need au- 
tomation even more than larger con- 
cerns 


by Robert M. Smith 


WHAT IS AUTOMATION IN THE OFFICE? 


Automation in the office is the use of the rapidly multiplying new 
systems developments and facilities of electronics to synchronize the 
functions of separate units of equipment into an overall operation. 
Importantly, while it can and does employ theg latest in electronic com- 
puters and other new devices, it does not necessarily call for costly 
or experimental type of machines and equipment. Equipment presently 
in use in every modern office in America can be geared in one way or 
another to Automation. 

As new progress is achieved and case histories are reported, OFFICE 
MANAGEMENT will carry the great story forward. 


OFFICE MANAGEMENT 
The Magazine for Management Executives 
212 Fifth Avenue New York 10, N. Y. 


A Geyer-McAllister Publication 


| Systems and Procedures Course fori 


Academy at Saranac Lake, N. Y.@ 
the fall. A two-week course in pre 
supervisory training, to teach company 
training directors how to train rank 
and-file employees for supervisory jobs 
will open there in December. 

In all, the association will hold ses 
sions of a dozen continuing course 
during the year. They will meet a 
AMA headquarters in the Hotel Astor 
here and at hotels in Chicago, San 
Francisco, and Philadelphia as_ wel 
as at Saranac Lake. 

Courses scheduled, in addition tg 
those mentioned above, are these: the 
Executive Action Course, a three-week 
course in getting things done through 
people; the Marketing Course, a three 
week program dealing with manage [i 
ment skills as applied to marketing; 
the Cost Reduction Course, a one-week 
for executives 
who superverise first-line supervisors; 


course in cost control 
the Sunervisorv Development Course, 
three weeks of management training for 
first-line supervisors; the three-week 


office executives and specialists; thei 
two-week Course in Field Manage- 
ment of Salesmen for first-line sales su 
pervision; and the Course in Effective 
Management Presentations, a two-week Mi 


ee foo 


course to develop skill in business 
speaking. 

The plans more 
than goo seminars and clinics in the 
fields of finance, general management, 
insurance, international management, 
manufacturing, marketing, office man- 
agement, packaging, personnel, and 
research and development. — These 
meetings will be held at hotels in Chi- 
cago, Cleveland, Los Angeles, San 
Dallas, and Montreal as 
well as at the association’s two perma 
nent locations. 


association also 


Francisco, 


This fall, also for the first ime in its 
history, the American Management 
Association will conduct evening edu- 
cational programs for top and middle | | 
management executives in the New] . 
York area. 

Evening program activities will be 
held from 6:30 to g p.m. at AMA 
headquarters in New York’s Sheraton 
Astor Hotel. 


The new AMA evening program 
will begin with two skill sessions com 
bining formal instruction and discus 
sion of individual business problems. 
Lectures by guest speakers from it 
dustry will be followed by small-group 
sessions with a problem-solving em 
phasis. 


OFFICE MANAGEMENT 
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thanks to XKEROGRAPHY 


“In an industry where speed is of prime 
importance, time saved by xerography 
is as vital as cost savings.” 


HORACE BOLDING, Vice-President 
Braniff International Airways 


Braniff prepares for the jet age fast 
and economically...saves $30,000 yearly in 
reproduction of training manuals 


With its first Boeing 707 jet airliners 
scheduled for delivery in 1959, Braniff 
International Airways is relying on 
xerography and offset duplicating for 
fast and economical copies of main- 
tenance, ground operations, and 
flight-training manuals to educate its 
3,000 employees in the transition from 
conventional aircraft of today to the 
jet era of tomorrow. 

“Thousands of pages of highly tech- 
nical information, charts, and illustra- 
tions will be reproduced by xerogra- 


phy and offset duplicating at one- 
fourth the cost of the photo-negative 
process,” says Horace Bolding, Bra- 
niff’s vice-president—purchasing and 
stores. “We'll save at least $30,000 
yearly. 

“In addition, there will be continu- 
ous changes and modifications that 
will require updating the manuals 
regularly. In an industry where speed 
is of prime importance, time saved by 
xerography is as vital as cost savings.” 

Xerography, the world’s most ver- 


satile copying process, can help you, 
too. Write for proof-of-performance 
folders showing how xerography is 
saving time and thousands of dollars 
for companies of all kinds and sizes. 
Hatow Xerox Inc., 58-255X Haloid 
St., Rochester 3, N. Y. Branch offices 
in principal U.S. and Canadian cities. 


HALOID 
XEROX 


a ; D ile 4 ioe = rt ed ] + i = a ‘ reais oe eee. r+ 
Rs pee A a my : : s . : :, . i J ‘. a i a rk ay 5 
e ep. a ™ 
‘ 5 atte : : : j ae 
ia ee i ' ~*3 
a es es : = 
poe a 7 4 
‘ae Ea " : DS ; 
Ps ae ; al 
sonhit Bas | : . ee 
Fie a has a 6” oe 
E a eri ‘ ‘ g i 4 Si a kos, 
ap Ey j ; i Es ee 
n yh > ne "4 
eis as ) i é _ es ae , 
ese peor, : tines 4 
ae ) . 7 = 
f ea i nies “4 é ae 
de roe ag 
B poe ‘ — j oe: 
i ais : ps ; : - ae 
; ie ; . - j \ ae as 
Re 
Si ,* es bi gee —"* 
Cay oF - : * <Zie eS : : 
dey ve ae | a a 
7a 5 cae , > ie a * ¢ ay 
: gig ede er se r,s a 7} * . a 
” ee i ii aa _ i ‘ a 
iz 4 - Spates care ie 3 ee a Oe 
ae 7 - oe 4 » 4 =: it, 
4 & oe “? ag r /’ %. & yeast — . ae 
3 ey a ’ P tae - s p= egguammamee : Ses 
io : ‘ j ' : Pee ahs —_ - \ — . — aC 
%y Wa ; ee aie. on. *. = . ia 
. +, i si ™ eet”) ae . na Bm oe, a Bes - ia 7 _ aa 
4: ’ ‘ : . oe Ba eis Bh beige: ea ae cS Gk aa So ie 
: q HE : ‘ ~~ a Lae . 
i - . | 4 y me - ae a We. ot Piha : a : 
a a ’ é x cs cen om +. Ar ee ” 3 Po me BS 
- s : woes op it ee ir fas : wre, 
na /. | . a i — li © fee 4 - & ae 
sg 4 m Pe e: ey mee SS - by ai e3 a & - “ 4 q , q ‘i 
‘ 5 , , i fi a Aaa 4 | e 
; ns a 7 eer cs a cm 9, a “ oat ii : ‘ie ‘ age 
7 2S si ; Pee » a <9 ono at ‘ — 
. . » | — * ’ ita 2 —__ a 
«f a : : — ll } “ Oe c eeoe Den matte, de is 
> _ : —— Oe pila se i ae Hi r=, Ve take ee se ae 
& is % é Sk , ae | eS aa ee Be Ce 2 
a ee . fe» ge " ee a” es ce aa ‘ J o r. “wees 
fami : % : . oe : oe B+ ie ee ee a _— 
ry ass . ioe ee a a a ak a “4 - # ‘a oul ps wi ge a = 
coe wee betes si has lah fe 4 Bene? : i es i See 
on eet = vi ee a ia ae is i dae: an lll A CT Ear a «ee 
-: $ ee Re SS fe a ae "a ate a... 
Ae eg ae oe 4 a € , : A. F Z eer y . : |S 
se ee a Sg gemee ar ae “ s -— 
= a ep over S be: ie 3 
: i. —— ies 3 a n S te 
3 i 4 f é cm a ‘ wee. ‘ ; = r 
a i ee 6 —_ ee ' - gs oe me 3 
s > lacy: “hy eee he a <8 a — . Ja ate 
y M 2 z ae ‘. en ae i ig sre « ge 2 + 
ve ea * “a # bs Che ee eee 8 rs nia 
) ee Bi pre A aE ee ce gees ae _ 
me Pig, ee ¥ ; ig & x i 
a ee oe oe 3 Se 2 ae oe = at. he ee ‘oe oe: a ie, is ie 
dee 4 Pe Cae ee pane ae a i OM a ee Es Sear roe wave a | 
| 
é 
* rr . 
- 
Ba ca 
Re 
“ 
| , 
7 
* 
* 
W, 
19 
we 
E> % 
; 
P ore 
by als 
ps 
eae 
Ro i 
« 
. = 7 ‘ ‘ 
oe =) i | al ; : Be eS ee a a eo -. ities | ait ml sae = ’ 
ee ey py os ee a OS eS er | fo a a 6 ae -_. 3 7 ine, | a 35 


Pas WZ 


rae 


rs 


ieee 
: 
5 


eee 
a Aiiradias 2 


One-girl 


**Whenever a dealer bulletin came out, 
three of us used to drop what we were doing 


and spend a fuil hour folding the bulletins 


for mailing. Now I fold the whole run with 


the FH in less than a half hour...” 


This small Pitney-Bowes FH folds 
far faster and more accurately than 
anybody can fold by hand, conveni- 
ently disposes of a tedious, monoton- 
ous job that nobody likes. It prevents 
interruptions in office routine, saves 
time and money—and temper! 

With semi-automatic feed, the FH 
double-folds up to 80 letterheads a 
minute. (With fully automatic feed, 
at slight extra cost, the FH is even 
faster.) Makes eight different 
folds, handles most standard 
paper weights and finishes in 
sizes as small as 3 by 3, as 
large as 8% by 14 inches. It 
even folds sheets stapled together. 
Can be easily set up and used by 
anybody, and costs less than a stand- 
ard typewriter! 

Even with only occasional use, the 
FH is a time and work saver in any 
office. Ask the nearest PB office for a 
demonstration. Or send coupon for 
free illustrated booklet. 


FREE: Handy desk or wall chart of new Postal 
Rates, with parcel post map and zone finder. 


= PIINEY-BOWES 


oe 


The larger Model 
FM, fully 


automatic, can 


fold up to 19,000 


sheets an hour. 


! 


The folder that 


costs less than 


a standard typewriter! 


@ Volding & Inserting Machines 


Made by the originators of the postage meter... 


offices in 107 cities in U.S. and Canada 


NEW! PB’s 3300-FH 
coinbined folder-inserter 
folds and stuffs 500 bills, | 
letters, etc. in envelopes 
in 8 minutes! By itself 
the 3300 hooks onto any 
PB folder, or can serve 
as an inserter alone. 


r 


PiTNEY-Bowes, INC. 


2902 Walnut St., Stamford, Conn. | 


Send free: F bocklet on PB folding and 
inserting machines, Fj postal rate chart. 


Name 


Address 


10 Use Readers’ Inquiry Coupon on Page 102 
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Each skill session will be held Og 


14, 16, 21, and 23 and will be repeatej 


Oct. 27 and 29 and Nov. 3 and 5. One 
directed primarily to financial execy. 
tives, will deal with controls for pr. 
venting fraud. The other, designed fo; 
managers in all fields, will cover ways 
of planning and organizing a per 
formance measurement program. 


Survey reports 6,628,000 


submitted suggestions in °57 


The National Association of Sug. 
gestion Systems has just completed ; 
survey among its 1,163 members repre. 


senting business and government, 


which shows that last year 6,628,38 }-. 
employees submitted 1,692,704 sugges f" 


2,7 
tions through formalized programs. Of 


this number, twenty-five per cent were 


adopted and used, with employees re 
ceiving a total of $13,956,841 as te 
ward. 

For example, Eastman Kodak Co, 
Rochester, N. Y., as a member oj 
NASS, announced payment of $23,495 
to an employee who suggested a com- 
bination machine to eliminate separate 
production operations in the manufac. 
ture of a movie camera. U.S. Steel, an- 
other NASS member, adopted 6,812 
ideas from employees in its first year's 
operation of its suggestion program, 
and awarded amounts totaling over 
$190,000. 


“Suggestion Systems are gaining 
greater attention from various trade 
groups,” according to Ralphe E. 


Daschke, president of NASS, which is 
a seventeen-year-old non-profit organiz- 
ation of member companies operating 
suggestion plans. Mr. Daschke, who is 
manager of the American Cyanimid 
Co.’s employee suggestion plan, said 
that the American Society of Mechan- 
ical Engineers, the American Manage- 
ment Association, and the Public Per- 
sonnel Association all have scheduled 
special sessions dealing with employee 
suggestion plans as part of their fall 
conferences and seminars. Officers of 
NASS will conduct this part of the 
program for these groups. 

The 1958 NASS Annual National 
Conference will be held at the Hotel 
Statler, Buffalo, N. Y., October 27-28. 
Henry W. Newbegin, vice president 
of NASS, is program chairman. Mr. 
Newbegin, associated with John Han- 
cock Mutual Life Insurance Co., Bos 
ton, announced that plans have been 
made to suggestion program 
know-how for industry. A booklet, 


share 
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a Acousti-Line* 
acl Metal Suspension Ceiling 
[ as re for 1. SOUND CONDITIONING 

2. LIGHT CONDITIONING 
: Co, : 3. AIR CONDITIONING 
nber o 
magi: eee were: ; The effective, attractive integration of important ceiling 
2 com Baer ee ~ 2 aay elements . . . for sound, light, and air conditioning .. . is 
separate f ee yee ; “5 efficiently ution ed with the structural Acousti-Line tuapen- 
nanufac. Pee 1) ore sion System. Ceiling components of acoustical tile, light 
tel, an- ; fixtures and air diffusers are all modular and readily inter- 
d 6,812 & eens changed to meet revisions in room layouts and partition 
st year's Poe : placement. 
rogram, e- Before you start your office modernization program, con- 
. sult your Acousti-Celotex Distributor (see Yellow Pages). 
ential He has a wide range of products to show you, with an ever- 
. on ‘ increasing variety of installation systems. You can count on 
he Et aa: : him, a member of the famed Celotex family of acoustical 
rere "emacs specialists, for the finest in technical ability, installation 
organiz- 2) ~ skill, and dependable service. “TRADE MARK REG. U. 8. PAT. OFF. 
erating 
on , Acousni-Grtotex 
ranimi 
= said REGISTERED U. S. PAT. OFF. 
Mechan- "ound 
Mlanage- Conillionitig 
ee Products to Meet Every Sound Conditioning Problem... Every Building Code 


The Celotex Corporation, 120 S. La Salle St., Chicago 3, Illinois 
In Canada: Dominion Sound Equipments, Ltd., Montreal, Quebec 


MAIL NOW FOR MORE INFORMATION !— — ee ee ee ee ee 
The Celotex Corporation, Dept. O-108 


nployee 
eir fall 
cers of 


of the 120 S. LaSalle St., Chicago 3, Illinois 
Without cost or obligation, please send me your booklet, “Sound Con- 

Jational ditioning for Office Workers,’ your brochure on the Acousti-Line Suspen- 
H sion System, and the name of my nearest Acousti-Celotex Distributor. 

ote 
- 27-28. Name Title 
resident — 

Mr. 

H Address 

an- 
».. Bos City Zone_____ State 
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rogram 
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IS SMOOTHER 


AVE YOU WOR 


ee STRONGER 


SAVE YOU TIME 


ove LONGER ‘LASTING 


AVE YOU 


— And Wt 
Prot it! 


WRITE FOR FREE 
“MINIATURE LABORATORY”’ 
and FREE sample Mirado Pencil 


Send your request, together with your name 
and address, your dealer's name, and the 
name of this magazine, to the Eagle Pencil 
Company, 703 E. 13th St., N. Y. 9, N. Y. 


Use Readers’ Inquiry Coupon on Page 102 


Cuooth ar [ This Giant Pendulum 


in the Eagle laboratory uses the friction of 
pencil against paper to test pencil smooth- 
ness. The smoother the lead, the longer the 
pendulum keeps swinging. And test after 


test proves MIRADO smoother-writing than 
any other pencil! 
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Shouger! This Point Testing Scale re- 
cords the amount of pressure nécessary to snap 
different pencil points. Repeated tests prove 


MIRADO is so strong it will almost never break 
under normal writing pressure! 


Lo ager laatig | Writing “mileage” 
is recorded on this Mileage Meter. As the cylin- 
der turns, the pencil writes—and the length of 
the line is recorded on the dial. Tests prove 
MIRADO makes 35 miles of line—writes longer 
than any other pencil! 


eng — 


EAGLE PENCIL COMPANY + NEW YORK + LONDON + TORONTO + MEXICO * SYDNEY + BOGOTA 


Rosneaggmne ee = tt a ater 


“Ce EAGLE “CHEM 
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EXRGLE: 
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is more efficient 
...more economical 


~ Aud Yu. Caw, rink ef 


VE WORE! MIRADO’s smoother 
point cuts out pencil drag, makes 
writing faster, easier, more comfort- 
able, less tiring. Your employees will 
do more work with less effort! 


A MIRADO’s stronger 
point bears up under pressure, needs 
less sharpening, almost never snaps. 
Your employees will have fewer an- 
noying interruptions, fewer trips to 
the sharpener! 


: MIRADO’'S longer 
lasting lead gives you extra days, 
extra pages of service. You actually 
need to buy fewer pencils because 
each MIRADO lasts so much longer! 


EAGLE MIRADO 


is right in any office 


ORDER SOME TODAY! 
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an all-automatic photocopyer 
...the new DRI-STAT ‘200’ 


You'll “OOH” when you see what the up to 9 inches wide, in any length. It 

DRI-STAT ‘200’ offers you: pays for itself in the time it saves. It 

1 Makes sharp, black-and-white copies the original and eliminates 
copies of anything written, printed proofreading. Ask us to demonstrate 
or drawn. it before you accept any substitute 

; system. 

2 Takes less space than a typewriter. 

3 esata can run it. AUTO-FEED, an exclusive, automatic 

4 Works in normal office light. paper feed is optional. Dri-Stat ‘200’ 

5S First truly automatic photocopyer with Auto-Feed is $245. Also available 
priced under $350. is the Dri-Stat ‘400’ which copies 

The DRI-STAT ‘200’ copies any papers materials up to 14” wide. 


ETE TOPCODER ET 


Ask for this informative, un- 
biased fact-folder, “Office 
Copy Machines and How to 
Choose the One to Suit Your 
Needs.” DRI-STAT DIVISION 
Peerless Photo Products, Inc. 
e Shoreham, N. Y. Om-10 
(0 Please send me your FREE folder, “Office 
Copy Machines and How to Choose the 
One to Suit Your Needs.” 


C I'd like to see a FREE Demonstration. 


STAT 


| ieee 
— 
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“The Suggestion Plan,” an authorita- 
tive study of how to conduct an em. 
ployee suggestion program is available 
at no charge from the association's 
headquarters at 25 E. Jackson Blvd, 
Chicago 4. 


AICPA adopts new rule to 
assure audit’s reliability 


A new rule of professional ethics has 
been adopted by the 32,000-member 
American Institute of Certified Public 
Accountants because of the “mistaken 
belief that the reliability of all finan- 
cial statements is insured when as- 
sociated with the name of a certified 
public accountant.” Accountants will 
in future refuse to permit their names 
to be associated with financial  state- 
ments which do not contain either an 
opinion or clearly worded disclaimer 
cf opinion as to the fairness of the in- 
formation contained in the statements. 
This is done for the protection of 
bankers and other credit grantors. 

Those who must rely on financial 
statements for investment and loan de- 
cisions will now be assured, according 
to the AICPA, that every audit report 
signed by an Institute member will 
show to what extent the CPA attests 
to the fairness of the data contained in 
the statement, or if he finds this im- 
possible, why he has withheld his opin- 
ion. AICPA members who sign state- 
ments in violation of this new rule, 
will be subject to suspension or expul- 
sion from the national organization. 

The new rule also requires that un- 
audited statements presented without 
comments on a member’s stationery or 
bound in his report covers be marked 
on each page of the report to show that 
the statements were not audited and 
that the auditor assumes no responsi 
bility for the fairness of the presenta- 
tion. 

State CPA organizations are expect- 
ed to follow the lead of AICPA and 
incorporate the new ethical rule in 
their own codes of conduct. 


N.A.A. will hold two 


seminars this month 


Two seminar conferences, a subject 
conference, three regional conferences 
and the Association’s fortieth annual 
conference have been scheduled for the 
1958-59 year by the National Associa- 
tion of Accountants. Announcement of 
the program was made by John B. 
Inglis, partner in the firm of Price 
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ADDRESSING COSTS 


Scriptomatie advantages are now within 
reach of small list users with the new Model 


10 Scriptomatic Addressing Machine. 


MODEL 10 SCRIPTOMATIC 
ADDRESSING MACHINE 


6 


NOW EVERYONE 
CAN CUT 


SUBSTANTIALLY ! 


” inal a 


HERE IS A TYPICAL COMPARISON OF FIGURES: 


Of course, every installation has its specific requirements. These figures are reported only to guide you on relative costs. 


Cost of Nearest Competing Equipment versus Scriptomatic Model 10 


p> bl eS re $1,355. 
ee rr ee 709. 
Embossing Unit................ 1,560. 
21,000 Plates, embossed and 

Oe 1,050. 


Total Cost $4,674. 


NEW MODEL 10............. $1,600. 
PM cde becniatiadeadnthes 350. 
Master Card Writer............. 630. 
21,000 Master Cards typed 

including carbon, ete.......... 362. 


Total Cost $2,942. 


SCRIPTOMATIC ALSO GIVES YOU THE ADVANTAGE OF COMBINING AN ADDRESS MASTER WITH A PUNCHED 
CARD. YOU GET LOW COST STRAIGHT RUN ADDRESSING OR HIGHLY SELECTIVE ADDRESSING, AS DESIRED. 


The Model 10 is a compact, desk-mounted unit that 
is practically foolproof to operate. Insertion of mate- 
rial activates all operations: master feeding, ejection, 
counting and stacking. No hand levers or foot pedals. 
You can switch from hand feed to automatic feed, 
and vice versa, in less than a minute. No tools, 
clamps or bolts. No belt conveying mechanism. 
Scriptomatic prints from low-cost typewritten 
masters or punched cards. Prints on standard mate- 


Scriptomatic Prints From Cards ... With Double the Flexibility ... at Half the Cost 


rial of practically any type or size—booklets, broad- 
sides, ete. The Model 10 is ideal for small runs and 
alternate hand feed or automatic feed operations. 
Now every list user can mechanize for faster, more 
economical addressing and data writing by the 
modern Scriptomatic method. Write for free bulletin, 
““Advanced Approach to Addressing and Data 
Writing.” 


801 


MODERN ADDRESSING-DATA WRITING MACHINES AND METHODS 


OCTOBER 1958 


SCRIPTOMATIC, INC., 316 North 11th Street * Philadelphia 7, Pa. 
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Macey Collator lets one girl 
do the work of 8... 
pays for itself in months! 


Keep the skilled hands in your office on work that pays . . . not 
on time-stealing paper-stacking chores. A standard eight-station 
Macey Collator and one girl can gather 32.000 sheets per hour — 
that’s 8 times faster than hand-gathering and far more accurate. 

It handles anything from onionskin to cardboard, and an auto- 
matic detector insures 100% accurate sets. Choose from 16 models, 


handling sizes from 3 x 5” to 12 x 17”. 
o 


FREE JOB STUDY FOR YOUR PLANT OR OFFICE! 


Want to know your collating costs (including hidden costs) ? 


We'll do a free survey of your plant or office without interrupting 


work schedules. Write today, no obligation. 


See the Macey Collator in action at the National Business Show 


| INTERTYPE | A Subsidiary of Harris-Intertype Corporation 


5352 West 130th St., Cleveland 30, Ohio 
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Waterhouse & Co., New York, who is 
president of the Association. 

Two seminar meetings on the re. 
turn on capital concept for planning 
and appraisal will be offered October 
16-17, at the Barbizon-Plaza, New 
York City, and October 23-24, at the 
Hotel Statler, St. Louis. A series of con- 
current sessions for groups of twenty 
participants having similar interests and 
backgrounds will meet for organized 
discussion, and exchange of  view- 
points, experiences and_ practices re- 
lating to the seminar subject. 

N. A. A. initiates its first subject 
conference March 12-14, 1959, at the 
Hotel Statler in Cleveland, Ohio, on 
experience in direct costing. Audience 
participation sessions, general addresses 
and case studies will explore the sub- 
ject in depth. 

The Association’s goth international 
accounting conference is planned for 
June 21-24, 1959, The Waldorf-Astoria, 
New York. Over 2500 participants 
from all over America and a number 
of foreign countries are expected to 
register for the event. An exhibit of 
business machines and equipment will 
be a feature of the conference. 


In Short— 


New “Packaged Office” plan __ is 
offered by Rem Rand, Hauserman 


Business organizations can order 
“package” private offices complete 
down to walls and furniture under a 
recent merchandising agreement con- 
cluded by Remington Rand Division, 
Sperry Rand Corporation, and the E. 
F. Hauserman Co. 

Furniture components will be sup- 
plied by Remington Rand from its 
new Aristocrat Modular furniture line, 
and movable partitions of steel and 
glass construction by Hauserman from 
its Divider Wall system. 

Since both furniture and wall com- 
ponents are built to the same module, 
it is possible, according to the manu- 
facturers, to custom-design combina- 
tions of each according to individual 
requirements. 


Records control conference to be held 
in Chicago this month 


The 27th Annual Conference spon- 
sored by Record Controls, Inc., Cht- 
cago, will be held at the Edgewater 
Beach Hotel on October roth. This 
year the convention will take the form 
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“Perfect Playback” lets 
you make changes 

naturally —just say it 
over the better way! 


“Perfect Playback” ry 
gives her correction-free :~ 
dictation—speeds letter- 1 
perfect transcription! 


- 


Stenocord: with “PERFECT PLAYBACK” gives you more 


exclusive advantages than any other dictating machine! 


Once you try this wonderful new way to dictate you’ll 
never go back to needle-type machines. 

Stenocord’s Magnetic Belt makes dictating so much 
simpler, executives ask us: “Why didn’t somebody 
think of this years ago?” The fact  memmnmmnnnnovn 
is, “Perfect Playback” combines 
a number of new and important 
advances in electronics — includ- 
ing new magnetic clarity of voice 
reproduction, simpler basic de- 
sign and construction. It’s a major 
advance in modern dictation. 

Stenocord lets you make 


changes and improvements automatically, as natu- 
rally as you do in face-to-face conversation. No need 
to make notes warning your secretary that you 
changed your mind. And at the touch of a thumb you 
can listen to perfect playback. 

Your secretary will welcome this correction-free 
dictation. No more typing rough drafts. No more lis- 
tening through “what he didn’t want to say.” She will 
type smoothly, serenely and much more swiftly with 
perfect playback. 

Mail the coupon. Find out for yourself why busi- 
ness men in 39 countries are becoming Stenocord 
addicts as well as users. 


MAGNETIC BELT—mail- 
able, filable, re-usable. 


[—— AIL COUPEN TODAY - ey 


| STENOCORD DIVISION, Pacific Instruments Corporation, | 
| Dept. c-5g8, 7046 Hollywood Boulevard, Los Angeles 28, Calif. | 
Please send me the facts on ‘‘Perfect Playback’’ Dictation ([) 
® | Please arrange a no-obligation demonstration in my office [] | 
| Please tell me the location of my nearest Stenocord dealer (] | 
| | 
NAME__ Jeiecmanaiain ae intact lpeanienaimaaninadiaineds 
series 400 
Sold and serviced ADDRESS 
i i free world 
in 39 countries of the free wo po ee — ££ 
sincere an tdi haa in eis aan alla nina aamuaieil 
See Stenocord at the National Business Show (New York City’s Coliseum, October 20-24) — Booth #108-AB. 
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Macey Collator lets one girl 
do the work of 8... 
pays for itself in months! 


Keep the skilled hands in your office on work that pays . . . not 
on time-stealing paper-stacking chores. A standard eight-station 
Macey Collator and one girl can gather 32.000 sheets per hour — 
that’s 8 times faster than hand-gathering and far more accurate. 

It handles anything from onionskin to cardboard, and an auto- 
matic detector insures 100% accurate sets. Choose from 16 models, 


handling sizes from 3 x 5” to 12 x 17”. 


FREE JOB STUDY FOR YOUR PLANT OR OFFICE! 


Want to know your collating costs (including hidden costs) ? 
We'll do a free survey of your plant or office without interrupting 


work schedules. Write today, no obligation. 


See the Macey Collator in action at the National Business Show 


| INTERTYPE | A Subsidiary of Harris-Intertype Corporation 


5352 West 130th St., Cleveland 30, Ohio 
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Waterhouse &.Co., New York, who js 
president of the Association. 

Two seminar meetings on the re- 
turn on capital concept for planning 
and appraisal will be offered October 
16-17, at the Barbizon-Plaza, New 
York City, and October 23-24, at the 
Hotel Statler, St. Louis. A series of con- 
current sessions for groups of twenty 
participants having similar interests and 
backgrounds will meet for organized 
discussion, and exchange of  view- 
points, experiences and practices re- 
lating to the seminar subject. 

N. A. A. initiates its first subject 
conference March 12-14, 1959, at the 
Hotel Statler in Cleveland, Ohio, on 
experience in direct costing. Audience 
participation sessions, general addresses 
and case studies will explore the sub- 
ject in depth. 

The Association’s 40th international 
accounting conference is planned for 
June 21-24, 1959, The Waldorf-Astoria, 
New York. Over 2500 participants 
from all over America and a number 
of foreign countries are expected to 
register for the event. An exhibit of 
business machines and equipment will 
be a feature of the conference. 


In Short— 


New “Packaged Office” plan is 
offered by Rem Rand, Hauserman 


Business organizations can order 
“package” private offices complete 
down to walls and furniture under a 
recent merchandising agreement con- 
cluded by Remington Rand Division, 
Sperry Rand Corporation, and the E. 
F. Hauserman Co. 

Furniture components will be sup- 
plied by Remington Rand from its 
new Aristocrat Modular furniture line, 
and movable partitions of steel and 
glass construction by Hauserman from 
its Divider Wall system. 

Since both furniture and wall com- 
ponents are built to the same module, 
it is possible, according to the manu- 
facturers, to custom-design combina- 
tions of each according to individual 
requirements. 


Records control conference to be held 
in Chicago this month 


The 27th Annual Conference spon- 
sored by Record Controls, Inc., Chi- 
cago, will be held at the Edgewater 
Beach Hotel on October roth. This 
year the convention will take the form 


OFFICE MANAGEMENT 


2 om | 
a6. ey: ae 
ie he 
i ro ie 
“i “ae us, ; ' 
ET Mle Wi ae gk " 6 ee 
ae rr ee : er : ae i ; 
a a4 < ie ed ‘ a ee : i 
ae ee - 2 ee ge go a. 
ee x . a = 
¥ 3 i <a a oe » a 2 , 4 
Sie} ; oa mr * : /_ eevee ' ; pee ee a 
: igs re 5 - aie 
as 2 li r aR ‘i < — 
a me: ~ = i — ~~ ae A - a ! 
Riw32 Paes 7s, Kane oe Tah ye SY - 4 
Pir fo »* ‘ : hy s aE 7 «~~ \ 
ae a si pais } ne 7 iia — = . \ 
ba 2 *¢ 
A i P ae 
we : + i} i . : 
ae cy j ie ; } may Pe ke 
o Re Piet ae ; - ‘ 
Pes aie vue — 
oe L : 
iy 2 | 
AeA r 
> Ce ae “Shae 
wa 2 ’ em ‘’ "oa . 
: y pau x - gt Pt Bes aaa ‘ Be ei... es — 
_. a a au F a dl ao 7 : an — - & Sky, * 
ie ea Ry E ee a es ee 
OR aa : e re oo : Se 
ne OR, : nae oes r. a : a + i ge 
aa : ——— a ear 
aie oes. os Ee ae ; a sg | 
be ° # ee Re 3 ; 2 es | 
Se az S 45: . e eae | 
ak, x ; bt ; 4 — * SEG : ie | 
2 : ee ‘Se | 
7 y “eS —. eo ee | 
cae a8 ‘ —- ~~ ' a 
ye 
2 atts Et 
ae 
——. Se | 
i ee 
+h. tee La 
ee 
oe | 
ye fae * | 
ane £: | 
on. a ee | 
<r = | 
po es 
- | 
2 sg % | 
; ae 
2 Sama 3 | 
| Br 
* | 
t ee | 
Wie 
‘ Ways 
-* Pe 
eS ant a 
ie 
: me 
: i : cs ; Pe 
be ae , 
Beas eC 
ie os Ns 
ei * 
ad  e PO 
be Pa 4 rs 
— ae s 
fe aoe 
e [HARRIS Y 
SS te ae 
. ry } f - 
Wi 5 te og 
ae 2: 
t & 
a weet a ; < } 
> 3 Sees ‘ oo . a 2 . « ae ‘ B= eae. Le} 
ee eh en Oe Baie = “ee ee No a ae ee 2 Bre emer were 
a ies — Sa = ae eee a Po. ae ee . ae et, 
SO. ene Se ae a an Bee: a Tl A Teva ES a ee 


ho is 


le re. 
nning 
-tober 
New 
it’ the 
t con- 
wenty 
ts and 
nized 
view- 
“Ss Te- 


“Perfect Playback” lets 
you make changes 
naturally —just say it 
over the better way! 


“Perfect Playback”’ 
gives her correction-free 
dictation—speeds letter- * 
perfect transcription! 
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"." | Stenocord- with “PERFECT PLAYBACK” gives you more 


order i . ‘ ° | 
nplee | @XCluSive advantages than any other dictating machine! 
ider a 
t con- Once you try this wonderful new way to dictate you'll changes and improvements automatically, as natu- 
vision, never go back to needle-type machines. rally as you do in face-to-face conversation. No need 
the E. Stenocord’s Magnetic Belt makes dictating so much to make notes warning your secretary that you 
simpler, executives ask us: “Why didn’t somebody changed your mind. And at the touch of a thumb you 
e sup. think of this years ago?” The fact  mmmnmmmemnnnon can listen to perfect playback. 
-— is, “Perfect Playback” combines Your secretary will welcome this correction-free 
o tine a number of new and important dictation. No more typing rough drafts. No more lis- 
pee advances in electronics —includ- tening through “what he didn’t want to say.” She will 
iat ing new magnetic clarity of voice type smoothly, serenely and much more swiftly with 
reproduction, simpler basic de- perfect playback. F 
— sign and construction. It’s a major - Mail the coupon. Find out for yourself why busi- ; 
aul advance in modern dictation. ener a ness men in 39 countries are becoming Stenocord je 
sso Stenocord lets you make able, filable, re-usable. addicts as well as users. ? 
manu- 4 
mbina- [—— MAIL CouPON TopaY-———————————— -----4 4 
vidual | STENOCORD DIVISION, Pacific Instruments Corporation, 
| Dept. c-58, 7046 Hollywood Boulevard, Los Angeles 28, Calif. | 
Please send me the facts on ‘‘Perfect Playback’’ Dictation ([) 
® | Please arrange a no-obligation demonstration in my office [) | ~ 
e held | Please tell me the location of my nearest Stenocord dealer (} 
| 
 spow | ie seres 400 | “<— —_—_— | 
, Chi Sold and serviced ! ADDRESS 
“ in 39 countries of the free world | oom sani | 
mS ON a Pee ed eS eee So ee ee | hee eeeeeee eee ae ee eee ? 
e form See Stenocord at the National Business Show (New York City’s Coliseum, October 20-24) — Booth #108-AB. 
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to call your L 


Look in the Yellow Pages 
under “Linen Supply” 
or “Towel Supply’ 


= Note: No investment, no maintenance, 
: no inventory. Everything is furnished 
and serviced by your linen supplier, at 
low cost, and tailored to your needs. 


inen Supply Man 


You enly call once to arrange for regular, 
dependab!e delivery of all your linen 
requirements. You get the luxury and 
quality of cotton cloth. (And, of course, 
there is no substitute for cloth.) 

The nearest Linen Supplier is no further 
away than your telephone. Call today. 


Linen Supply 


ASSOCIATION OF AMERICA 


and National Cotton Council 
22 W. MONROE ST., CHICAGO 3, ILL. 
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of workshops.in which each member 
present will have the opportunity to 
participate in the discussions pertain. 
ing to the following subjects: Central 
Information Centers; Personnel and 
Job Enlargement; The new Rules for 
Alphabeting; Setting Up a Retention 
Program; and New Developments in 
Microfilming. 

A special luncheon will be held at 
the Edgewater Beach for all members 
registering. 


Pitney-Bowes opens new head office, 
plant in Toronto 


Canadian and American guests hon- 
ored Pitney-Bowes of Canada, Ltd, 
last month at the opening of the com- 
pany’s new plant and head office at 
gog Yonge Street. 

With Canadian officials, civic and 
business leaders and families of the 
company’s employees taking part, a 
day-long open house program marked 
the 35th anniversary of metered mail 
in the Canadian postal service. 

In Canada for the occasion were of- 
ficers and directors of the American 
company, who held their first  meet- 
ing outside of the United States in the 
new Canadian headquarters building. 

Guests toured all facilities of the 
new, modern headquarters, designed 
by the architectural firm of J. B. Park- 
in Associates, winners of a number of 
National Design awards. The building 
is of a two-story contemporary design, 
in steel, concrete and glazed_ brick. 
Glass and aluminum are used liberally 
throughout. 

The building combines PB of Can- 
ada’s national headquarters and Tor- 
onto sales-service operations in 56,000 
square feet, 26,000 more than they 
previously occupied in two locations, 
and provides manufacturing facilities. 

The head office administers sales 
and service operations for 22 Canadian 
branch, district, and sub-offices in prin- 
cipal cities of each province. 


Books and Pamphlets 


BUSINESS BUDGETING: A SUR- 
VEY OF MANAGEMENT PLAN 
NING AND CONTROL PRAC- 
TICES, by Dr. Burnard H. Sord and 
Dr. Glenn A. Welsch. 366 pages. Con- 
trollership Foundation, Inc., 2 Park 
Ave., New York 16. $12.50. 

Based on a survey of 424 leading 
companies in the United States and 
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How to spot 
Johnson, Fred R. 
in 1% seconds 


NEW MOSLER REVO-FILE gives you 


personnel facts fast...obsoletes all other card files 


No fall out! Exclusive patented Revo-File belt keeps 
cord i 


rfectly in place, protects against wear. If tached to drum. Just dros 
500 or more cards, Revo-File for you Revo-File 


New Mosler Revo-File is the unique rotary active-card file. It’s 
the only rotary card file that: cuts reference time to 12 seconds: 
contains 5 times as many cards as other systems hold in the 
same space: reduces all finding locations to just one: eliminates 
changeover costs. Now there’s no more tugging, toting. flap- 
flipping or pulling... Revo-File is modern...clerks work while 
comfortably seated. And remember, one quick spin of the Revo- 
File drum gives you the card you want...in just 1'% seconds. 
For further information, send coupon today. 


NEW MOSLER REVO-FILE 


. the modern rotary card file. ..another fine product of 
The Mosler Safe Co. ,320 Fifth Avenue, New York1,N.Y. 


OCTOBER 195: 


No attachments! No hole punching! Cards not at- 


your present cards int 
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No effort! Cards come to clerks with spin of drum 
Revo-File available in manual and automatic elec 


tric models 


ee ee a 


REVO-FILE DIVISION # THE MOSLER SAFE CO. 
Department OM-1058, 320 Fifth Avenue, New York 1, N. Y 
Gentlemen: | have 2,500 or more cards and— 


[] | am interested in additional information on Mosler 
Revo-File. 


[] | am interested in a free 30-day office trial of Mosler 
Revo-File. 
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Going to Press! First Forms Close November 15th 


THE JANUARY 1959 


Office 


Management 


YEAR BOOK 


ISSUE 


THE ONLY ANNUAL DIREC- 
TORY, REVIEW AND GUIDE 
TO THE EVER-GROWING 
OFFICE MARKET 


20 
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The regular January issue of Office Management is the YEARBOOK ISSUE—and it is now in 
preparation and it promises to be a bigger issue than in previous years, with a minimum of 200 
pages already planned. O.M. devotes this first issue of the year to give its readers the vast store 
of reference material to supplement the ensuing eleven monthly numbers of OFFICE MANAGE- 
MENT with their current news and regular editorial features. The new 1959 January YEAR- 
BOOK issue will bring into total focus this year’s fast-moving trends in every phase of office admin- 
istration and new equipment: 


Operations Research e Automation and Integrated Data Processing e Systems Design, Forms Re- 
vision and Simplification e New Developments in Office Layout and Furnishings e Directory of 
Manufacturers of Office Furniture and Furnishings e Tools of the Office—Survey of Machine 
Developments e Directory of Manufacturers of Machines and Equipment e Personnel Practices e 
Catalogs, Booklets and Brochures e Review of Year’s Calendar and Events. 


A WORD TO ADVERTISERS The January YEARBOOK issue, as the spring- 


The January Office Management YEARBOOK board of your year’s promotion to the office 


. Sons dun atenaiene o inadinen tor wehien market—followed by the eleven remaining num- 
SOUS GUNES Cae Sas : és : 8 bers constitutes the economical, effective pack- 
a catalog presentation of his entire line—to 


9 . age for a full promotion job to the office 
have a “salesman” constantly at the buyer’s 8 P J 


market. Now while you are planning your 
ieee analy Sey aaNEPeNE Spe yee. schedules in OFFICE MANAGEMENT for 


the year ahead, be sure to include extra space 
or catalog sheets in the January O. M. YEAR- 
BOOK Issue to give strength to your entire 
program. Note early closing date: Nov. 15th. 
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GEYER-McALLISTER PUBLICATIONS 
Publishers Since 1877 


212 Fifth Avenue e New York 10, New York 
MUrray Hill 9-4411 
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John F. Nash, Vice President—Operation, New York Central System 


“Moore forms help us locate freight automatically” 


AUTOMATED CAR REPORTING GIVES NEW YORK CENTRAL 24-HOUR CONTROL OF ROLLING STOCK 


New York Central recently introduced an electronic Car are changed as cars are added or removed from the train. 
Reporting System, a specially designed network utilizing A new tape is made, then sent on the network again. Each 
350 Teletype machines that links 67 Central freight yards transmission prints a ‘consist’ of the train on a Moore 
with information service bureaus at New York. Cleveland. Speediflo. It is the road’s control in print. 


Indianapolis and Detroit. The system provides accurate. 


: ‘ 2 ns eS The Moore man helped with scientific design and manu- 
complete information on some 52.000 cars—within minutes. 


facture of the multi-part Speediflo and other 
forms used in this Automated Data Process- 
ing system. If you would like examples 


This improves freight yard efficiency. speeds train opera- 
tion and gives shippers valuable delivery information. 


As a train enters a strategic Central freight yard. a card how Moore helped improve other systems 
with content. destination and traffic information is punched write on your Company letterhead to the 
for each car. then fed into an IBM card-to-tape machine Moore office nesrest oom. 
which produces a tape. This information is transmitted, 
by tape, to the service bureaus. retransmitted automatically Moone Bustxess Forms, Inc., Niagara Falls, N. Y., Denton, Tex., 
to interested freight yards. There the tape is automatically Emeryville, Calif. Over 300 offices and factories across 
reproduced. converted into cards in train sequence. These U.S.. Canada, Mexico, Caribbean, Central America. 


Build control with 


NESS FORMS 
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NEW 
Instant 
Electric 
Clearance 


NEW 
Customatic 
Key Control 


NOW...EvEN LOWER-COST NEW 


FIGURING WITH THE NEW — 


Sotometer 
stomatic 


WITH NEW SPEED-UP FEATURES 


It's the cost per calculation that counts! The Customatic Comptometer’s famous 
features, augmented by new advancements, enable you to get more and better work 
done, at still less cost. 


New Customatic Key Control. Instantly sets to individual touch. Built-in floating 
action stops finger-fatigue. 


New Instant Electric Clearance. Touch the bar—dials are instantaneously cleared. 


New Eye-ease colors—and all the other famous Comptometer features: Accuracy’ 
Key—insures complete registration; giant-size, easy-to-read numerals; Direct-Action 
Keys for speedy answers (no intermediate operations); and many others for greatest 
operating ease, economy and time-saving efficiency. 

Let us prove this in your office FREE. 


Now lease any Comptometer business machine on a nationwide leasing plan through 
Comptometer offices. 


¢ oOmptometer ¢ orporation We ro austen oun 
COMPTOMETER CORPORATION 
1742 N. Paulina St, Chicago 22, Illinois 
- Arrange free office trial for me on: 
(- Send me literature on: 

C) Comptometer Customatic 

) Comptometer Comptograph “220M” 
5 Cc pt + Cc ad 


ee» . Name 


Firm 


Comptometer Comptograph “220M"— Comptometer Commander —Insures ac- 
with new multiplication key— more curacy in dictation. Lifetime Mag- Address 
features than any other 10-key netic belt saves far more than ma- 
listing machine. Mail coupon. chine costs. Try it today, FREE. City___Zone____State 
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Canada chosen because of their above 
average work in planning, budgeting 
and controlling operations, this report 
details the above processes. The steps 
discussed include establishing and ap. 
proving profit objectives; developing 
a detailed plan of operations; com- 
municating objectives; forecasting sales 
and expenses; developing standards of 
performance, and reporting results and 
correcting significant deviations from 
the plan. In addition, the survey re- 
sponses and related data are also pre- 
sented in 93 tables and 12 charts. 


BUILDINGS FOR RESEARCH, by 
the editors of Architectural Record. 232 
pages. F. W. Dodge Corp., 119 W. 40 
St., New York 18. $9.50. 

Surveying the need for flexibility of 
design for research laboratories, the 
book contains a section by leaders in 
the field of research building design 
on the many elements common to all 
laboratories. A second section consists 
of comprehensive studies made of 44 
research projects erected by various in- 
dustries, government agencies and uni- 
versities for diverse fields such as com- 
munications, nuclear energy, textiles, 
chemistry, and foods and petroleum 
products. The special requirements ot 


each project are thoroughly treated 
and the design solutions to the spe- 
cific problems of each are fully ex- 
plained. Over 500 photographs, draw- 
ings and plans amplify the text. 


AUTOMATION AND MANAGE- 
MENT, by James R. Bright. Harvard 
Business School, Div. of Research, 
Soldiers Field, Boston 63, Mass. $10.00. 

This book examines the effect that 
automation, as reflected in highly auto- 
matic manufacturing systems, has on 
management by creating new and dif- 
ferent problems. Background informa- 
tion on the nature of production line 
mechanization and the growth of auto- 
mation in manufacturing is given. De- 
veloping this, Mr. Bright describes 
briefly the history of automation pro- 
grams of thirteen plants, and discusses 
the liabilities and assets of these pro- 
grams. The book also studies the im- 
pact of automation on the work force 
including management. It concludes 
by summing up 1o significant trends 
of current automation and their effects 
on the factory, and by examining what 
attitude and philosophy should under- 
lie the managerial direction of auto- 
mation programs. 
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, NO STAIN PROBLEM! 


d. 232 7 It’s a fact! Old Town's new, completely revolutionary Cobalt Blue 


W. 40 Process IS CLEAN. 

~s COBALT BLUE PROCESS brings a new concept to spirit dupli- 
sae cating which eliminates the stain factor without sacrificing one iota 
design of operational simplicity. 

bee © NO SPECIAL PAPER REQUIRED 

of 44 , @ NO SPECIAL EQUIPMENT REQUIRED 

Pape @ NO COSTLY HAND CLEANERS NEEDED 

 com- © CAN BE USED ON PRESENT EQUIPMENT 

‘xtiles, FOLLOWING EXISTING METHODS 

— @ PROVIDES 350 OR MORE CLEAN, CLEAR, COPIES 
reated | C-B-P is the ideal duplicating carbon for all 
‘ pee? © PRINTED FORMS 


© MULTIPLE SETS 
© CONTINUOUS FORMS 


© TELETYPE ROLLS 
; ; J ©@ TABULATOR FORMS 
AGE- . ‘2: © HIGH SPEED PRINTER SETS 


draw- 


arvard : e 
earch, 
10.00. CALL YOUR NEAREST 
t that OLD TOWN DEALER 
auto- At NOW, FOR THE 
op 3G C+BeP STORY... 
[- 4 

ews HE IS LISTED 

a IN THE YELLOW 
1 line p PAGES —OR 
auto- ae . WRITE: 
.. De- - OLD TOWN 
cribes ea: $. CORPORATION 
| pro Be Ary Wy AS posses ® , 750 PACIFIC ST. 
cusses tee ia BY Bex WCE Senn 38, N.Y. ts: 
' pro- + ‘ ’ cose j re * 7 ° oo 
e im- 
force 
-ludes 
rends 
ffects 
what 
inder- 
auto- 
ENT 


B= eine i e Sie! & > — 
eo ie ie a eke . be a ca yt # Ms i OF ee a . 
ae Ye]: a ae F Pe —_ ‘ : . ae ey ai \ * Sn yay oe ee 
i oa i aed ; a dy err: 3 ae os 3 eee ee A eau 
. Q 3 ae sae ae < in eho 
essere =e Sees eee Stee SOeeSesereSaeecseree® $ 4 - , agpee 
Messosscwoseheseeeesecose see SS we SSSCSCS SS Shee coos seessSess . ‘ ay. 
eeeeeee See . ese osece esece7 *s* - ee eeeeste e : : 
re eeateasessessessesece se om Atti ttttttetitittit ttt tite pats y ee Cos cee ee esas wscceesessssssssscesesseesecess k z 
Geteese eS SSSSSESSOSS SO OS CO 2208 ee F0et OS OS Sicccccesetesseessooss§=-* ee. -—*6eeecee SOShSSOCOSOSESEECESSS CEES Cre eeeeseseseceeesee se: F 
MTTTILD £2 222385444-44447-4- ob 2 sOe oF CFSE ES Ste eesagsessessccseses Ges: i Gil) && ecoceee OO 100005 OOS 05 55st ee See SEO Se eoeeseseeeeoese ae 
eeseeecescoes ee eeeeeee lnc went aesst000@O@ Sigveces cesses eS oeeces Eee  » eos Meececeteseeess OSS S996 Soe oF SFESSS DSSS SFSSSSOS SSESSSC SOS eee 
tesse cee @e ee Ses eecece Att eee eeoumpe Wh coe Mechs ceteeeseese tht} Fy eocesee eee - Ptetseteet tt this ttt) ; ‘ 
180 oe ee oo “Ay essscSsccssccsssesgtsscsssesisesseeeesees HA a hy Less’ ‘my ace eeeees eae Bois ccscc ces c0s0 00 Cetceres* Oocomees } 
meriTiiis 4H 4544) eecece Soere SOS Sesgeeeesesee es easece-s We-- sey ae i 12 ‘ge ceeny COO SSe cocececce sees’ | 20848 +28S FS Bese een: —— 
tee Secce “be APTTTTTIT att tit tt3333-5$s35444444 + Seeeeuese ~ 4 ee Cece ses SSssecesceecotecssseecesers ceeea ss: es 
1090008 4 see, ~ WEITILIRLL LIL REL Ee EL too hohe tte fe TT ttirsettt, fy ‘2 aa: ee. See SSOSeesesseeesesetesesseseseoss secce’ Po 
ynsooeeees® 4 ceeMoen chs cceteseeseceseetices sosses sosocceccencs PTT TTT ees+eer ie SOO 8 rare PreTTTiti i ers | > eee 
iseoroes may oe. wy Sry pth etttt tttteeeeettr Tet it titi iit ts ooo geeeee ce aq ¢ Me siihsssssesecssscees oe eeeee ae caseae . SA 
eseeeee® sees es ety —. SITTTTITt ee te tterttitisriiity te) Sereesesee” ee 94 As tt thet t tg Pt $444 $44 | Cae. 
HE Abt St cco Meee carecsesttces «6 seeccccosesocesesees eOrareeesseseoee: i By ESS socenneenes : x 
vaeewee® ooo es eT, Sty Perris SetTTTTi tities sirrir TititiTitiiitititiete 4 OY 4 -o+berer TT it Soeanasnbn Ca ae 
igsooescey oorg cee AY Ay Ati th  pespeeeccessecesesese Sttitttiititit tie AY Attar eet ee ec eceeee’ Scecescon ce: 2 
r.ggoeeeee AS ee Py Aety AvitriTo Seseeseeessece # eGer mm cocsoececcgsre eee se fe Certtiittitiit teste seceessseeses et 
eeoeceeeese® Sty Attire MrTTiiiith) COceceercase. TTT COC CCCCtc eee 0006 000 eo? BH +4+-4+>+444-+-5+ 3 
Ht] >pecccce +4 ecossseeeeteeses: e444 O00 Oe Ce cesecs see STTTTT tpt tate tet tree ge Be 
ASTI ARTI PrPTITITiItiiirisi iit ttt 3444004444 +bber ti riiiiis 4 hth te + eeerecesoooere us gs 
008 Tryarr tity ‘ceeeeeee ee eee etee Coescetessecssescecssesesss® 10S SSSCS SESS SCoeeseeee 33 eccesee e8 S608 COSESE &: & 
eeeeee® 2 J TSS ALLE + topo Beesee cccces cecccoscoouess’ pp tttets st eet igi ttt spose seeenee, ea 
Wee e ee eseces sritirititr irs F+s 1 b+ 08 C8Ct eee sccee*” \2 000008 000000000S000808 BEee secre Pst ttttttt ttt h ‘oe 
esses eeeoeere seeeeccee cts SPOSESESeesecee? 0080000008 60888 2 Otetsenerers.e- ee ~ > ; 
H+Pett TPT TT es cee ett TTT tite OSCPOCSESeeeeseseoese 9022080068 0eeeceeses bee e8s, ne a eeeeeseoeors Ba 
ott ooeeeesecs “eee csecwoncesoroseer PPTTITIiiT itt tt ttt tt ets 4 Coes e ees SSscces si a 
ieeesesssssessteseaee ~eSsscete og ecceeeececeeess. titititttiittsittet ey Rittitttsttt 
4 seo ° ese 
Nee peresesececece 4 Soseee eeveccoconccee’ To teeter tit titi he Rts 3 ert = 
pease eee S SSSre+ae 4444 ®ecer sssseooosees? os Seco .oeeeece 2S Ceegacsceseoeee® a 
UtttitTerii iii Att oe + eescecccese wssressse oor Pt Ptttrerritt tts... G 
WrTTT EL eS eee ses! #4) eee Tee eecccoceces eeSeeee eee: B+ ttt) seasce* 
erece ssece seceeeesr eeecece eeeeee ee “a. ; 
yieeee seeceese eeecce . seeeeee \eee® e ee SOS COS SE CES SER SSEe* 
meesesesesesessesseeeese® 2333 233 Mess3 S33eshieissssc:::: 
wesescusooepereeeeeasece. bs i ea te Distt tH = 
musssencococaeseeecoeccess = * ; Y 40 Pttttiistitite ttt tts ": 
Mi eecssesscssseeceosssesss Re" sesgocensesesesscoos: = 
perege SSS SSCOSS SOSH SSESCOSSE a Seecetcesseeeesese® ie 
Vege SSSSSOSSS SSS SSSOS&OS SCS e8tSeteteceesecersees an 
1 gpeeeeeeSeooss eee cesses see seeSOSOSS cove coeoeerecs 5 soe 
ypeseeosee ce eoege cecesesee seececcecs sees ee ccosees te 
aiggassesegenesesessss ecm sesssgsssesesse 2 3c2i2 52: | 
nee - 
seoeaee peeweeecesocesoe cooese Bee 
saecees coegores geccoosecer re 
poeeeseoccoecgegocoosoce Sé : igh 
1 seacesee Secceccensesess ees i 
eee. 130000@00 Cocccccs ace seees st a 
eee. - @ @SOSES SSO SSSC® eooeee eS 
+++ , Htttitiitttittt ttt 3a 
Hy by yeseeeeseeee ret tttetettr Titi to “St, 
, y TT ee eee 20e eSeeesregeceeeeee? a ery 
Bie eteeeeee® a Re 
ie sS3dsssessssssssessessssssee3 a 
Pitttiitittttt iti t itt thts o hcg 
P++ttttstis ties ri itt tt ether, if 
BSttiTiT titi tii tl ett tht het i we 
sree eres ceee sees iitesssssssess Be 
ett tits seri i Tete Be ee 
+22 eeeeeese ny 4 
poeee <& 
_@eeeee Wye 
eeeesoes i 
eeeeeeceaet et 
_et@eeeeccor? ae 
- Rceeenceestt ae 
ere aes 
eetecesee s Mnereet = 3. 
-~seee sees ee 2eee yas 
= ereteees mers = 
=6e cece. Qe? = oe 
tre eecosoeeys ‘ = 
eee Seseceesesseee Pr 
e teseeceseo*- i: 
if ” 0 seeaect 4 
° . “me omc” ¢ e 
e 4A £ ‘ 4 
’ SPEER t 
ow APA Cd £ 4 > 
hee -« e, Be, ‘ 4 = 
eeeeces: . om** ne 
heeeeeeeee. ce os be * 
Seeeerosoces® * oe ms 
ee eeecesecesee?: oe a z 
cee eeereces se? 5g 
rttitt+eet vet ie 
=: ae 
SSssssssescssees: -_ 
"S00 es bbe cee eres: = 7 
SOeccecs ce@ere >: ne 
es eecesscooces: 
s eee 
tet +ttePt os) i 
Seeset esos? mah 
beeeeee eeero* 
eres eeeeee =e" A 
TTT 71111556 
\ecoeeeeseees: bs 
eeessessa er 
eeeeere 
veseoes 4 Pe 
e000e ys: an 
eee", a 
‘een ee be ae 
scones. : 
eve eoee Yo 
Seegessss: a 
wrrrvryi yy see ‘ a 
MMMM Fiissccsssestsssssssss° 7 o ‘sess: 
move teebhet seabed) 45 4d «eee b +4 MH tttt- ses esee: nes 
sescesecececos . . ees | +->-4-4 ooo? i 
seed eOcececcsssecse: -coeeeee + + + eeecee oS at ~ 
MrrPTTTIT IT TT eT err Tes _eseseeeees* p+ $+ ¥ cam eee +++ 3 
iH +++ - ie zesegseesesess opeee 7 mm Wp veaee J] a 
Pet TT TTT 1 saecee cMee-Ee eeerne oi 
wa. PTS 3352533 bs, 
eee? a 
cc pare | | 
)@eeeee 
eeese- 
eecee® , 
ersece at. 
sectee A 
seete® Ee 
'‘seee® ‘Sa 
i . 
= 
sat 
Pe 
a 
= 
ie 
4 
7 
me 
Aa) 
i 
 ] 
om 
we 
4 x 
= 
- = 
MUNSCSeG SSCOS Sere eeeee : ie 
Sth PPS + So pepper tpy +45 $F se oees $5 FT be ete: ES Ceeeeee sus @ ‘sae 
sceececseeeceses sSsccssscccsscssesssssQy ttt ttt + GF eee eco = ey 
¢ Bocce: SiziiisisiititisersssscstssseetettgeO eteeesecs © ti ATES ES SESE ESTES St Ht eeececes ore~ ame Lil 
~“OPTTTTITITITI TL ti itr rit Siceseseees * C0cces com -*ees Attetet titi titi it tits. Ht etttttttttttiitiiitit ti ititt lta ee cet tetas ty 
coe Sees eeepececsescce; Jorssvse cee se osssssssssssseissssesstesesetsstees cassseesess ssessessees: so a 
. cot 1 ST? AD” ABE 
i ae Se — ; ; . : $29 000000000e2 00008 _—" 
ee ae e £2; —ee UU UL aerial 
a Ti ed. Bete Se - e oe Pe 400 Se E f ne " 
i an 7 > os qe ee ary 3 eer 4 


Sy 


4a 


. 


ae 


aes 


< 


7 
= A mec aah 
Ka. 


oy 
7 


Pe Salt 


24 


paper quality 


Whether it’s for ledgers or for 

lithographing . . . or for scores of other 

uses .. . Nekoosa makes a paper for every 
business and for almost every business 
requirement. Are you using Nekoosa Papers 
now? If not, discover for yourself why they 
are among the largest selling papers in America. 


Nekoosa Bond 

Nekoosa Ledger 

Nekoosa Duplicator 
Nekoosa Mimeo 

Nekoosa Manifold 
Nekoosa Offset 

Nekoosa Fax 

Nekoosa Opaque 

Nekoosa Master-Lucent and 
companion ARDOR Papers 


NEKOOSA-EDWARDS PAPER COMPANY 


Port Edwards, Wisconsin 


Mills at Port Edwards and Nekoosa, Wisconsin, 
and Potsdam, New York 
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Coming Events 


NIGP 13th Annual Conference and 
Products Exhibit. Boston, October 


Sponsor: National Institute of Govern- 
mental Purchasing. Place: Hotel Stat- 
ler. 


AICPA 71st Annual Meeting. Detroit. 
October 11-15. 

Sponsor: American Institute of Certi- 
fed Public Accountants. Place: Shera- 
ton-Cadillac Hotel and Masonic Tem- 
ple. 


SPA International Systems Meeting. 
Pittsburgh, October 13-15. 

Sponsor: Systems & Procedures Asso- 
ciation of America. Place: Penn Shera- 
ton Hotel. 


IMS Sth Annual International Meet- 
ing. Philadelphia, October 16-17. 
Sponsor: Institute of Management Sci- 


ences. Place: Sheraton Hotel. 


CIA Annual National Conference. At- 
lantie Citv. N. J., October 19-22. 

Sponsor: The Controllers Institute of 
America. Place: Chalfonte- Haddon 


Hall Hotel. 


National Business Show. New York, 
October 20-24. 

Sponsor: Office Executives Association 
of New York. Place: New York Colli- 


scum. 


AMA Office Management Conference. 
New York, October 22.24, 

Sponsor: American Management As- 
sociation. Place: Hotel Statler. 


NMA 35th National Conference. Los 
Angeles, October 23-25. 


Sponsor: National Management Asso- 
ciation. Place: Hotel Statler. 


Cincinnati Office & Business Equip- 
ment Show. Cincinnati, October 28- 


Sponsor: Cincinnati Office & Business 
Equipment Show, Inc. Place: Cin- 
cinnati Music Hall. 


National Time & Motion Study and 

Management Clinic. Chicago, Novem- 
r O-4. 

Sponsor: Industrial Management So- 

ciety. Place: Hotel Sherman. 

NOMA Business Show. Fort Wayne, 

November 12-13. 

Sponsor: National Office Management 

Association. Place: War Memorial 

Coliseum. 


FGAA 8th Annual Symposium, Wash- 
imgton, D. C., November 17-18. 

Sponsor: Federal Government <Ac- 
countants Association. Place: Shoreham 


Hotel. 
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AS was perhaps inevitable, the day 
of the second-hand computer has 
arrived. The Wall Street Journal 
reported in a recent issue that early 
models of one of the major elec- 
tronic data processors have been 
placed on the market by companies 
replacing their original computers 
with later models. The price: ap- 
proximately one half the original 
million dollar cost. 

THIS may pose a pretty problem 
for many an office. Few large of- 
fices customarily buy used equip- 
ment; comparatively few offices have 
yet felt able to buy a giant computer 
From the prestige viewpoint— 
which has been cited as an impor- 
tant factor in the decision of many 
companies to install electronic data 
processing—which is better: to be 
able to boast of owning a computer, 
even though a second-hand one, or 
to hold the line against any but 
new equipment? 

IT raises all kinds of interesting 
possibilities for the future, too. Can 
we expect to see large companies 
religiously turning in_ their com- 
puters as new models are an- 
nounced, with their smaller compe- 
titors shopping the used machine 
market for the best buy in a “well 
broken in, but never abused” data 
processor? 

ALL possible, but, let us be thank- 
ful, not too probable. The corporate 
personality, unlike the individual 
one, has, by and large, shown a 
fairly consistent tendency to shop 
to meet its real needs, rather than 
to dazzle its rivals. In spite of some 
obvious examples of companies 
climbing an expensive bandwagon 
by ordering machines which they 
didn’t understand, and so hadn't 
prepared for, the incidence of error 
has been low for an innovation so 
radical that even the experts couldn't 
always be sure of what could be 
accomplished with it and what 
could not. 

OUR lead article this month ex- 
plores some new developments 
which, while not making the cost 
of electronic “hardware” any lower, 
definitely promise to make overall 
costs of-computer installation lower 
than they have been. And it is these 


costs which have so often been 
underestimated in the past. The 
new developments in computer 
technology, and the new  sophisti- 
cation on the part of management 
concerning computers generally, in- 
cluding their limitations as well as 
their potential, promise to make the 
coniputer an important and accepted 
working business tool, rather than 
the mysterious entity of which so 
much was expected at first that 
disillusionment with all electronic 
data processing was the inevitable 
consequence. 

OUR article discusses the contribu- 
tions the computer may offer in the 
decision-making process, both on 
the day-to-day operating level, and 
on the long range planning level. 
And an interesting demonstration 
of just how capable the computer 
is in the trend forecasting role will 
be furnished on the evening of the 
first Tuesday after the first Monday 
in November, when the major tele- 
vision networks will again team 
with leading computer manufactur- 
ers to try to predict from early state 
returns just what major election re- 
sults are likely to be. The record 
of the machines in predicting exact 
election results on the basis of early 
returns has been an enviable one 
in the past. But the nation this year 
is subject to far greater and more 
varied political stresses and strains 
than it was in °52 or °56, and the 
challenge facing the electronic 
equipment is thus that much more 
dificult. Moreover, since contests 
this year are local, the machines will 
have to deal with a much greater 
complex of factors than they would 
in a Presidential election: the fact 
that a Democratic or Republican 
gubernatorial candidate wins in any 
given state might be far less indica- 
tive of a national Democratic or 
Republican sweep than a Presiden- 
tial candidate’s carrying the same 
state. SO—for both doubters and be- 
lievers, the night of November 4 
should prove an interesting test. 
Who knows—used computers may 
bring $750,000 by the morning of 
November 5. 
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FRITE™ 


N ANY SIZE office, in business of every kind, key 

people accomplish more freed from the tyranny 

of repetitious, big-volume jobs... lem 
Thus your firm can grow and profit with the extra 

time provided by Friden automatic Tape-Talk ma- 

chines. From data origination to interpretation to 

filing... Friden machines process office paperwork 

automatically with punched paper tape. 


FRIDEN 
ADD-PUNCH 
Office drudgery goes out as this revolutionary Friden 


Tape-Talk technique comes in! In exact proportion 
to the degree of office automation you require, a Clerc iTinr® Automatic tape writing-accounting machine 
Friden system will: Solectadoto® Automatic tape reader-selector-sorter 


(1) Eliminate need for manual movements and Taledata® fademetic tape trantmitter-receher 
operator decisions; (2) Increase work volume output 


a.) sas bina , 
without increasing payroll costs or overtime; (3) End duatownritor Automatic justifying type-composing machine 
primary and compounded errors normally occurring Odd-Pumch® Automatic code tape adding-listing machine 


in data recopying. Compuuttyppor” Automatic tape billing department in one desk 


You can’t afford not to be curious! Call your nearby Outi itic O t- “ 
Friden Man or write Friden, Inc., San Leandro, Calif. Outfput Machine 


Sales, instruction, service throughout the world. Friden Mailroom Equipment 
Friden Natural Way Adding Machine 


Friden fully automatic Calculator— 


x : ; a ee: The Thinking Machine of American Business 
id se?” 7 Rows he Sy show 
\ For La 4 
© Friden, Inc. 
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Why new computer 


Ability of machines to “translate” directions prepared 


in simple English sentences into complete routine simplifies 


problems of programming and coding— 


By Robert M. Smith 


THE TYPIST picked for the job had 
no special qualifications other than a 
good record for accuracy and industry. 
A high school graduate, she had never 
worked for her employer, Remington 
Rand, in any capacity other than as 
a typist. 

She was given no formal course of 
instruction, simply trained over a per- 
iod of three weeks (during which 
most of her time was still occupied 
by her regular typing duties) by one 
of the company’s Univac computer 
programmers. At the end of that time, 
she received a flow chart prepared by 
the programmer, and, entirely on her 
own, prepared coded instructions de- 
tailing the exact operating steps the 
Univac computer would follow to solve 
the problem for which the flow chart 
had been prepared, a complicated pay- 
roll and labor distribution analysis. 

The significance of the story lies in 
two major new developments it il- 
lustrates. Much of the past reaction 
against computers has arisen because 
management has found all too often 
that programming and conversion 
costs for computer applications were 
not only extremely time consuming, 
but could also run the company into 
expenses equal to the cost of the com- 
puter itself. And, good programmers 
were perennially in short supply. 

The recent demonstration at Rem- 
ington Rand illustrated the beginning 
of a solution to each of these two major 
obstacles to successful computer in- 
stallations. For the Remington Rand 
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demonstration was made possible by 
development of a “pseudo code” in 
which entire computer routines are 
encompassed in one “clear” direction— 
a simple English verb. Thus, instead 
of the complicated sequence of code 
symbols that has been necessary in the 
past to describe a computer sequence 


coding techniques 
may accelerate pace of office 


automation 


of operations, a single word is trans- 

lated by the computer itself into a bee 

whole routine of instructions. —s 
This means not only that charting : 

the steps necessary for any given com- 

puter operation is vastly simplified; it 

means also that a person with relatively 

little training can translate the pro- 

grammer’s flow chart into the actual 

operating directions which the com- 

puter must have to solve any given 

problem. 
Not only is programming time re- 

duced because the original flow chart- 

ing of the problem by the trained pro- 

grammer is simplified; the translating 

of the descriptive diagram of the 

steps to be followed into the language 


New machine abilities make it possible to train clerical 
workers to code programs for the computer in a few weeks 
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Many of the difficulties that have led to “computer disillusionment”” may be eliminated , . , 


of the computer can be turned over to 
company clerical personnel, while the 
programmer can attack another prob- 
lem. 

Thus, in its implications the Rem- 
ington Rand pseudo code technique, 
which will undoubtedly be followed by 
similar simplifications by the other 
major manufacturers, offers a signifi- 
cant improvement in an area which has 
always proved one of the worst 
stumbling blocks in computer applica- 
tions. 

Basically, of course the computer 
does not act directly on the greatly 
simplified directions it receives in clear 
form through the medium of the 
pseudo code. But it does compile its 
own program, based on the directions 
typed on its input tape in clear English 
sentences. Each word in each sentence 
activates the computer to translate the 
simple direction into its own numer- 
ically coded directions, which are in 
finitely more detailed. However, this 
internal translation is accomplished by 
the computer itself at the same high 
speed which characterizes all other 
computer applications. 

It is the savings in human time and 
personnel expense that is significant to 
the company which owns the com- 
puter—and substantial savings are 
achieved through the new system. 


The “pseudo code” is based on 
thirty “directive” words—simple verbs 
which are translated by the computer 
into rigid operating instructions, each 
of which may involve a great number 
of steps. The computer assembles each 
of the “sub-routines” generated by the 
words of the clear sentences into a 
complete program, which it records in 
magnetic tape. 

In addition to the thirty operating 
verbs, simple nouns and figures are 
used to describe the data to be pro- 
cessed, or to be referred to. 

The new developments in automatic 
coding exemplified by the Flow-matic 
process at Remington Rand have sig- 
nificance beyond the savings in time 
and money they offer to businesses em- 
ploying computers. They also make 
the technical end of programming con- 
siderably simpler, so that it becomes 
theoretically possible for company per- 
sonnel familiar with the details of a 
particular problem, and the best way 
to solve it, to work much more easily 
with professional programmers who 
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understand electronic data processing 
capabilities. Communication between 
management and programmer is eased. 

But perhaps most important of all 
in the long run implications of the 
electronic data processor for office 
automation, is the fact that the machine 
has taken over part of its own direc- 
tion. The concept of the machine 
performing its own coding—for that 
is basically what it is doing—repre- 
sents a major step toward the goal of 
true automation, in which a machine 
not only carries forward a long se- 
quence of operations without human 
intervention or control, but also di- 
rects itself to perform many intermed- 
late steps implicit in the operations. 

That is basically what the data pro- 
cessor is doing when it translates single 
directive words into entire sub-routines 
of operations, and then records the 
complete sequence. 


Automatic programming next step 


And the next step on which tech- 
nicians are already working is the 
achievement of automatic program- 
ming, in which the machine, given a 
problem, itself determines the sequence 
of operations it should carry through 
to solve it, and then encodes its own 
operating instructions, into a complete 
program for solution of the problem 
or accomplishment of the necessary 
work. 

If that next step is achieved, many 
of the problems that have cropped up 
in the past because companies ordered 
computers without full realization of 
the necessary time and costs involved 
in revising systems to create data in 
acceptable form for computer input, 
and in programming every processing 
sequence for a computer, will be to a 
large degree eliminated. 

In other words, one of the main 
causes for the very real disillusionment 
that has followed the first great wave 
of computer installations will disappear. 
And this in turn would indicate that 
the pendulum will swing again—that 
disillusionment will pass, and business 
concerns of all types—and all sizes— 
will once more be certain that an elec- 
tronic data processor is the answer to 
all their problems. 

That it will never be—but it is apt 
to become something of a_ necessity 
for every company engaged in a highly 
competitive situation. For if computers, 
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intelligently and imaginatively used, 
become a standard in American busi- 
iness operations, the companies which 
have them are apt to develop major 
competitive advantages over those that 
do not. 

Not in the realm of clerical data 
processing—as has been pointed out 
before in this magazine, a computer 
may be extremely valuable there, if the 
volume of such processing is heavy 
enough to justify its installation; it 
may, on the other hand, simply repre- 
sent a large and expensive bit of equip- 
ment prepared to do a job that could 
be done far more easily by human 
means. The company that has a_pay- 
roll of 110 people will probably always 
find it much simpler to have its pay- 
roll prepared by clerical personnel than 
by a computer. 

But the major advantages a com- 
puter, intelligently used, offers in auto- 
mating a whole sequence of connected 
processes, in making simple decisions 
based on prepared operating plans, in 
correlating sales, inventory levels and 
production schedules, for example, are 
real. And, if enough companies begin 
gaining those advantages, their com- 
petitors will either be forced to follow 
suit, or suffer the consequences ot 
higher internal operating costs than 
their rivals. 

For, if general operating plans are 
made soundly, it becomes possible for 
a computer to assume the role of mak- 
ing major day-to-day operating deci- 
sions, in accordance with the overall 
guide rules laid down by company 
management. In the simplest possible 
instance, it is perfectly possible for a 
computer to correlate daily sales in- 
formation and inventory reports to 
prepare a forthcoming 
schedule, if maximum and minimum 
inventory levels have been set by man- 
agement. 


production 


Thus, it would be feasible for 4 
company given a computer’s process: 
ing speed, to prepare fresh production 
schedules on a weekly basis if that 
were desirable, and keep inventory 
at safe levels at all time, while still 
carrying far less stock than a_ rival 
company which could not, lacking 4 
computer, process its operating infor- 
mation quickly enough to adjust 
weekly production schedules © 
changing inventory levels. 


Let’s see how it would work. As 
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sume a company that manufactures 
wwenty different products, each sold 
through a hundred outlets across the 
country. Each of its products is made 
in the same factory, and takes approxi- 
mately the same time to manufacture. 

Let’s say the company supplies its 
outlets from a central inventory point, 
and has established as an operating 
guide that central inventory shall have 
a four week supply of each item 
manufactured; each outlet a two-week 
supply. 

A simple but effective system might 
stipulate that each outlet simply re- 
port its disbursements to central in- 
ventory each day, and that central 
inventory replace the total disburse- 
ments for each product in each outlet 
once a week. Central inventory then 
would replace the disbursements of 
each of twenty branches each working 
day. 

Central inventory in turn could re- 
port its total disbursements for all 
twenty products each week, and these 
figures could be fed into the com- 
puter, Which would subtract disburse- 
ments for each item from previous 
total inventory stock of the item, and 
compare the remainder with desired 
inventory level for the item. Let’s say 
eighty per cent of the standard inven- 
tory level is the minimum permissible 
level, 110 per cent maximum  permis- 
sible level. The computer could not 
only prepare production orders for 
precisely the number of ‘units of each 
item to be produced in the company’s 
factory during the coming week; it 
could give priority to those products 
on which inventory level was approach- 
ing the eighty per cent level, so that 
those stocks would be the first to be 
replaced. By the same token, items on 
which inventory stocks were well over 
the 100 per cent level could be left off 
the production schedule. 

Now in the illustration given, exactly 
the same thing could be done by clerks, 
working within the framework of the 
same system. But the illustration pre- 
supposes a company making only 
twenty products, sold through a hun- 
dred outlets. Suppose our company 
made several hundred products, sold 
through several thousand outlets. Ob- 


(To page 88) 


Even though the purposes 
of their work may change. 
the total number of cler- 
ical workers needed is 
not likely to drop. 
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Analysis, communication, planning—excellence in these 
areas is characteristic of the good supervisor. And, with 
time, ability can be developed in each of these fields— 


by Earl R. Cornwall 


Controller, Service Systems Corp., Buffalo, N. Y. 


A WISTFUL SIGH or deprecating 
grunt is the only reaction of thousands 
of office executives to the “Golden Age 
of Automation.” These unappreciative 
and unimpressed men are the office 
managers of America’s thousands of 
small businesses who are forced to act 
as clerical “Jacks-of-all-trades.” They 
are the men who answer simultaneous- 


The three essential skills needed 
for effective supervision 


ly to the name of credit manager, per- 
sonnel manager, accountant, office 
manager, bookkeeper, systems analyst, 
forms designer, and so on ad infini- 
tum. They are all things to all peoples 
and change hats and titles a dozen 
times daily. 

These men are usually well aware 
that the answer to their ever-mounting 
workloads does not lie in “office hard- 
ware.” But, while automation for the 
smaller office is still in the talking 
stages, there is available to the hard 
pressed manager a far more valuable 
tool of the office—effective  super- 
vision. Effective supervision can replace 
confusion with control and weld the 
clerical staff into a human machine 
more useful than any mechanical de- 
vice. 


Is time being lost because individual workers must constantly 


borrow small but essential items from others? 
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Usually it is only a misplaced sense 
of expediency which prevents most 
office managers from developing as 
effective supervisors. The office man- 
ager of the small company is too pre- 
occupied with daily crises to devote 
the proper time to planning and super- 
vision. With an office force of from 
three to ten people, he may feel they 
can get along without him quite well 
while he deals with the steady flow of 
immediate problems. Or he may feel 
he is close enough to them to give 
psychic supervision by his mere physi- 
cal presence. Unfortunately, this is far 
from the truth. Good supervision re- 
quires thought and persistent execu- 
tion, but its rewards are well worth 
the effort. 

Supervisory techniques employed in 
the largest and most progressive offices 
can be used with equal effectiveness 
by the office managers of small com- 
panies. The “span of control” prin- 
ciple adhered to by most large com 
panies limits the supervisory efforts of 
any one manager or executive to ap- 
proximately six people. The executive 
in the large company is therefore in- 
volved in the same supervisory situa- 
tion as the office manager of the small 
company. It follows, then, that super- 
visory methods need not differ rad- 
ically from large to small business. The 
small business office manager has, if 
anything, more to gain from effective 
supervision than his big, brother. 

To achieve effective supervision, 
three managerial skills must be de- 
veloped—analysis, communication and 
planning. And to develop these skills 
only two things are required—persist- 
ence and time. Time may be a com- 
modity most office managers find in 
short supply, but surely one hour a 
week can be devoted to this important 
endeavor—and that’s all that’s needed! 

As for persistence, without this at- 
tribute no office manager would be 
worth his salt in any event. 

The first step in improving super- 
vision is analysis. Start by examining 
the work assignments of each clerk. 
Are they doing what you have always 
thought they were? Are they doing 
their work in the manner in which 
they were originally instructed? Is 
any operation now obsolete? One office 
manager found his billing clerk using 
tubber stamps referring to O.P.A. reg- 
ulations long after this agency had 
ceased to exist. Make a list of the func- 
tions performed by each clerk. Then 
secure the same information directly 
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from the clerk and compare. This is 
a technique of analysis frequently em- 
ployed by management consultants. 
You need not employ a high priced 
consultant to carry out this procedure 
and you may find the results surprising. 
Interview one clerk each week, if time 
is limited. 

Examine the systems and procedures 
in your office on the same basis. Take 
a close look at one operation each 
week. Write a description of the pro- 
cedure in sufficient detail that a stranger 
to your office could perform the work 
without additional verbal instructions. 
Then examine your description crit- 
ically. Are all the steps really necessary? 
Is the procedure you have written the 
one actually in use? To answer this 
question review it with the clerk per- 
forming the work and encourage her 
comments. You will reach a clearer un- 
derstanding of her problems in_per- 
forming the work and she in turn will 
have a better understanding of what 
you expect from her on the job. You 
will also create a procedures manual 
in the process. After all, procedures 
manuals are not reserved to the large 
companies and need not be impressively 
written nor handsomely bound to be 
useful. 


Check “bootleg” forms, too 


Examine the forms in use in your 
office. If you think you are familiar 
with all of them, ask your clerks to 
show you the special forms they have 
authored on the office mimeograph or 
duplicator. Or check the output of the 
duplicating machine for a week. You 
may be surprised at some of the items 
produced. Some of these bootleg forms 
you may wish to revise and retain. 
Others will deserve elimination or 
point the way to methods changes. 
Next examine the completed forms in 
your files. Are they properly filled out? 
Complete? Has needed information 
been added in haphazard fashion be- 
cause space was not provided? Again, 
take one or two forms a week to re- 
view—you don’t have to tackle the 
job all at once 

Examine your equipment. You may 
be able to describe each adding ma- 
chine and typewriter in the office 
without getting up from your desk, 
but equipment means more than this. 
Does each clerk have the desk trays, 
pens, spindles, desk calendars, staplers, 
tape dispensers and other minor equip- 
ment items she needs in her work? 
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Are members of work groups of 
about the same age and background? 


Or is time lost in repeated trips to 
other desks or other offices for small 
items? A few extra pencil sharpeners 
strategically located may save enough 
time in a few weeks to pay for them- 
selves. 

Are work stations well organized for 
the job being done or were they orig- 
inally organized for a quite different 
job? Sit down with one clerk at a time 
for a half hour a day or a week and 
observe her operations. Is there lost 
motion getting supplies or records 
which should be stored in or near her 
desk? Are files located near the clerks 
who make the most frequent use of 
them? These are simple questions but 
have you asked them recently? Regular 
review is the only means of maintain- 
ing efficient methods. Spend a few 
minutes a week on this program and 
be persistent. 

Try merit rating your employees. 
Make a list of the attributes you con- 
sider important for an office clerk. 
Rate each employee from 1 to 10 on 

(To page 79) 
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Any two companies which regularly exchange information can logically investigate . -- 


Why restrict integrated data processing 
to internal company routines? 


Employing common language media for inter-company 


communications could eliminate “conversion centers” now 


required, cut time, costs in standardized functions— 


by A. G. Mackey 


Manager. Material Control, American Airlines, Ine.. Tulsa, Okla. 


WHY STOP system improvement and 
integrated data processing at your out- 
going mail and start it with your in- 
coming mail? You may be overlooking 
a bet by not extending your interna! 
systems beyond your office walls to 
companies with which you do business. 

The utility company, bank and 
credit men are already ahead of me— 
many of your customer bills are already 
in the form of tabulating cards (I get 
loads of them every month), checks 
likewise are in tabulating card form 
(I get too few!) and my name is also 
embossed on too many charge account 
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plates. While none of these represent 
complete IDP, we can accept as fact 
that John Q. Public is well integrated 
into several companies. 

What 1 am proposing is the integra- 
tion of high volume business trans- 
actions between your company and 
other companies, whether they are your 
customers, suppliers, financial institu 
‘ions er any other company with 
which you regularly exchange data. 
Many of you have devoted yourselves 
(and properly so) to the massive job 
of integrating your internal system, 


coupling together as many related 


functions as possible by means of a 
common language medium adaptable 
to your company needs. But up to 
now, you may be printing the inte- 
grated product onto forms or extract- 
ing information from tabulated sum- 
maries to include in letters. The data 
leaving most companies are on con- 
ventional documents not differing 
greatly from those historically used in 
business and commerce over the years. 

When this data is received by an- 
other company (or you receive theirs 
in turn as the output of their IDP 
systems) it authenticated, 
sometimes corrected and supplemented, 
then converted into the proper form 
for internal processing. 


must be 


In some businesses these “conver- 
sion” centers, existing at the input 
and output ends of internal systems, 
involve a large clerical force. To some 
extent they represent systems stagna- 
tion, since these centers are accepted 
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...» the possibilities of establishing a common language medium between themselves 


as being beyond the scope of work 
simplification. 

But when you consider how stand- 
ardized the common _ inter-company 
business functions are in scope, volume 
and repetitive nature gf data, what 
good reason exists not to explore the 
use of inter-company system improve- 
ment and IDP? 

This exploration can take any one 
of four forms, follow any of these 
logical avenues: 

1. Documents forwarded to another 
company, copies or parts of which are 
returned to be introduced directly into 
your system. 

2. Documents forwarded to another 
company which can be introduced di- 
rectly into the integrated system of the 
receiving company. 

3. Documents prepared by another 
company which can be introduced di- 
rectly into your system. 

4. Documents prepared by another 
company according to one standard 
format which will expedite processing 
of their written data into your system. 

Let’s review a few areas where a 
high volume of paper is commonly 
generated or exchanged between com- 
panies and try out some of the above 
approaches on them. 

Distribution warehouses receive or- 
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ders from dealers, stores, wholesalers, 
etc. Here’s a case where service or- 
ganizations are created for the more 
eficient sale and shipment of repeat 
business items. Let us assume that most 
of these organizations are internally 
integrated. We must also assume that 
they all possess “conversion centers” 
taking orders and matching them to 
some common language system. 


Present system—and possible one 


At one of the large industrial and 
farm machinery warehouses whose in- 
ternal order processing, distribution 
and material handling systems em- 
bodied many of the latest ideas in in- 
tegration, I have observed the process- 
ing of dealers’ orders. The orders were 
apparently prepared from parts catalogs 
or price lists furnished by the distribu- 
tor and typed on the dealer's order 
blank which were multiple item list 
form. The orders were first scrutinized 
for completion, then matched to a tub 
file of tabulating cards for each item. 
Next they were separately matched to 
a standard shipping method file for 
the dealer. The quantity ordered was 
then mark-sensed into each item card. 
Next the cards were proof checked 
against the order. Finally the docu- 
ments were introduced into the tabu- 


lating room. From that point, the in- 
ternal integrated system was in gear. 

Instead of furnishing the dealers 
with a printed parts list, how much 
simpler it would have been to furnish 
tabulating cards (since these matched 
the warehouse’s internal system) for 
each item to all dealers. These cards 
could contain the standard data for 
ordering a part. Other punched cards 
could contain the established informa- 
tion on shipping address, routing 
methods, etc. If this were done, a 
dealer entering an order could write 
in the quantity on each card, group 
item cards together with a dealer iden- 
tification card and send these to the 
warehouse. There, the written data 
could be keypunched to the cards and 
subsequent processing continued di- 
rectly without conversion or further 
delay. 

Another approach would be to have 
the dealer prepare a TWX message 
according to a format which would 
print out proper copy and a perforated 
tape at the distributor. By the same 
token, if the warehouse supplied the 
form on which quantity entries could 
be made by the dealer, input to the 
warehouse would be considerably ex- 
pedited. 

(To page 96) 
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A DRAMATIC combination of Old 
Dominion tradition and growing 
Southern industrial strength is achieved 
in the multi-million dollar office build- 
ing opened just outside Richmond, 
Virginia, last month by the Reynolds 
Metals Company. 

The stamp of the traditional South 
is seen in the Virginia garden setting 
which frames the symbol of the new 
era, a gleaming aluminum and _ glass 


building. 


New Reynolds offices dramatize 
uses of the company’s products 


New Richmond headquarters employs aluminum in 
building, furniture, decorations, demonstrating wide variety 
of possible uses of the metal—- 


Three stores high, the square shaped 
building, which can accommodate 1000 
employees, features the world’s largest 
system of automatic sub louvers, all 
controlled by an astronomical clock 
which adjusts the louvers’ positions to 
the position of the sun, and the widest 
possible use of aluminum for every 
thing from movable office partitions 
to aluminum yarn draperies and car- 
peting. 

The 


extensive use of aluminum 


Aluminum frames are used in new furniture created for office 


a 


Decorative court, moving 
stairways are featured 
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Even filing cabinets and doors of 
building are made of aluminum 


serves a twofold purpose: beyond car- 
ying out the natural desire of a com- 
pany to employ its own product as 
widely as possible, it emphasizes the 
wide range of building and furnish- 
ing products now available in alumi- 
aum for any purchaser. For as the de- 
signer of the building, Gordon Bun- 
shaft of the New York architectural 
firm of Skidmore, Owings, and Merrill 
points out, all items in the building 
that are made of the silver-toned metal 
ae available today to any builder. 
Glass walls of the building, in addi- 
tion to the protection furnished by the 
auminum sun louvers, are also tinted 
grey to reduce glare. And_ through the 
glass walls, employees look out on a 
253 foot reflecting pool bordered by 
willow oaks, flowered terraces, and a 
dassical courtyard complete with foun- 
tain, 

Another touch of the past in the 
iltra-modern building is furnished by 


(To page 72) 


Fluted walls are used on first floor 


Vice-president’s office (above) and typical department manager’s 
office (below) employ aluminum partitions as walls 


| 


office 
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Forms redesign, automatic transmission 


speed work flow between plant and office 


U. S. Stoneware installs new automated procedure for 


communications between office in Akron and plants in sec- 


ond Ohio city to speed handling of orders— 


by A. H. Scott 


Treasurer, U. S. Stoneware Co., Akron, Ohio 


LIKE every major producer of indus- 
trial products, our company has found 
that the important factor in building 
and retaining customer goodwill and 
confidence is the prompt handling of 
all orders. Our company operates a 
multiple plant system with different 
plants specializing in certain industrial 
products. We were faced with the prob- 
lem of faster handling and transmis- 
sion of incoming orders, particularly 
as production plants are in different 
communities from our headquarters 
building. 

Our company, The United States 
Stoneware Company, manufactures an 


unusually diversified line of products 
ranging from chemical and food pro- 
cess industry equipment, to medical 
and surgical products. As we are the 
oldest and largest manufacturer of 
chemical ceramics in the country, we 
have built up over a period of years 
an unusually fine customer acceptance. 
In order to continue our good record 
of service, full use of automation has 
been made to service our accounts 
properly. 

We recently made a survey of the 
procedures and methods used in trans- 
mitting orders from our offices in 
Akron, Ohio, to two different plants 


Figure 1. Twelve-part form meeting both company’s and customer’s 
record needs is prepared automatically in order transmission 
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in Ravenna, Ohio. As a result of ou: 
study, a new, completely automated 
transmission procedure was. installed 
to effect faster handling of our order 

We receive orders for protective in- 
dustrial coatings and industrial ané 
laboratory tubing from our sales offices 
and distributors throughout the coun. 
try. These are received in our Akron 
offices by mail or teletypewriters, and 
are immediately time stamped t 
record date and time of receipt. The: 
are then checked for credit informa 
tion. Approved orders are sorted bi 
product classification and by appro 
priate manufacturing plant. Wher 
orders call for products manufactured 
in more than one plant, a_ separat 
order is prepared for each plant. Spe 
cifications are carefully checked, or 
ders are priced, order numbers as 
signed from our Order Record Book 
and then sorted alphabetically by cus 
tomer. The orders are then posted t 
a Customer History Kardex File. 4 
blank routing slip is attached and or 
ders forwarded to Traffic Department 

Further control on handling time » 
made by again date and time stamp 
ing. Traffic Department routes throug) 
instructions on the Routing Slip o 
the order. They then go to the Order 
Service Department. 

Here a two-part Speediflo Work 
Sheet is prepared on a model 28 Tele: 
typewriter KSR machine to record al 
the information on the customer's or 
der and the Routing Slip. A pr 
punched signal is inserted in the tape 
produced to control the transmission 
of the order to the correct plant. 

The continuous work sheets and the 
punched tapes are proofread agains 
the original order and needed correc 
tions are made during transmission 
the plants. Special instructions, such 
as commission, number of extra It 
voice copies required, etc. are noted 
on the work sheets before being dis 
tributed. In this set, the carbons 
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Flow chart shows sequence of processing steps in new procedure 
- that creates all necessary papers as by product of original entry 
of information and transmission of orders to plant 


awe pasted in the left margin which 
s perforated to permit fast extraction 
of the carbons simultaneously with 
the separation of the individual form 
copies. 

Part 1 of the work sheet is attached 
0 the customer’s order and_ the 
punched tape attached to both and all 
ae passed along to the On-Line Tele- 
\wpewriter. Part 2 is sent to the Main 
Sales Department in our Akron office 
for its files. 

The punched tape is fed into our 
Teletypewriter Transmitter which auto- 
matically sends the order production 
data to the correct plant. As a_by- 
product of the transmission, we secure 
4 12-part Speediflo Invoice-Acknowl- 
tdgment copy which is atuomatically 
produced on the sending teletypewriter. 
This 12-part form is shown in Figure 1. 

This 12 part set is constructed in 


Wo sections, both sections fastened 
(To page 76) 
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Figure 2. Five part form is created. on receiving teletypewriter 
at plant, meeting all production and shipping needs 
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somal uses SHOW PRESEN oFFice EIEUTIES A TEs Seance : 
oat ee ¢ — ma BY SOL ims BUS! 323! ee Oe 
5 corr evens SING TH . A 


Scene as crowds await opening hour at last year’s National Business Show 


. National Business Show celebrates 50th 
anniversary at opening this month 


| Foreign products account for approximately ten per cent — Which is the world’s largest  exhibi 


9 -* of office machines and equipment, re 
of show’s exhibits, a new record; show sponsors report that _ ports that exhibit space in the Coliseum 


‘ was almost completely sold out }j 

all space was sold out early in September— nih Gapnaaleee,. 1k te wine hie 

vious years is repeated, the 1958 show 

THE soth edition of the National Busi- also mark the first entrance into the will have approximately 385 exhibit 


- ness Show, built around the theme, office equipment industry of some covering 500 different product lines 
a “So Years of Service to American Busi- major concerns that have never pre- Attendance estimates, based on las 
ness,” will be opened late this month viously made office machines. year’s figures, are that more than 155; 
| at New York’s Coliseum by Newell One of these will be the Philco Cor- 000 people from every state in the 
Brown, Assistant Secretary of Labor. poration, which will show its newly Union, and from 50 or more foreigt 
Dramatizing the convention theme will developed electronic computer. North countries will visit the show during it 
be a special area recreating both in- | American Philips will also make its four-day run. 
terior and exterior of a typical business _ first bid for sales to the offices of Dignitaries attending the opening aj 
establishment of 1908. American corporations with its Norelco ceremonies will include Governor Ave 
Progressive as the 1908 scene will be dictating machines. rell Harriman, of New York, and Vin- 
for its era (General Motors is con- Indicative of an intensified drive by cent O'Shea, deputy commissioner 0 
tributing a “brand new” 1908 Olds- foreign office equipment manufactur- New York City’s Department of Com- 
mobile for the exterior setting), the ers for a larger share of the American merce and Public Events. 
step from the office of yesterday to market is the fact that approximately An innovation at this year’s Busines 
the hundreds of exhibits of the ma- 10 per cent of the exhibitors at this Show will be the use of voting m* 
. chines that are transforming today’s year’s exposition will be showing prod- chines to poll visitors’ responses to 4 
- | offices promises to be a dramatic one. ucts manufactured in foreign countries, series of questions as a basis for statist 
: For, according to show sponsors, the or made in this country under foreign cal data. 
1958 show will mark the debut of a license. The week of October 20th will b 
number of important new products in The Office Executives Association proclaimed “Business Week” in New 


the office equipment field, and will of New York, sponsor of the show, York by Mayor Robert H. Wagner. 
- OFFICE MANAGEMENT 
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4 gine adding machine in 


Y Comptometer Corp. 
1735 N. Paulina St., Chicago 22, Ill., 
is presenting the Comptograph “Du- 


plex” Model 2TWS, a 10-key double 
which 
items may be added and subtracted in 
tither register separately or in both 
registers together. The model features 
acapacity of 11 columns listing and 12 
columns totaling, a shuttle carriage and 


}a credit balance. (1) 


VY De-Jur-Amseo Corp. 

45-01 Northern Blvd., Long Island City 
1,N. Y., is presenting among its line 
of DeJur Grundig Stenorette dictating 
equipment an electric current converter 
that changes DC automobile battery 
current into 110 volt AC to permit 
operation of the Stenorette dictating 
machine in an automobile, even while 
car is in motion. The unit measures 
2%" x 24%" x 4h”. (2) 


For further information, use 
Readers’ Inquiry Coupon on 
Page 102. 
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V Accounting Systems Co. 

113 W. 42 St., New York 36, N. Y., 
is displaying its Speedograph manual 
bookeeping systems using a new prin- 
ciple in collating several related rec- 
ords in perfect register for simultaneous 
posting. Shown is the accounting board 
used for a payroll application. (3) 


V Peirce Dictation Systems 

5900 Northwest Highway, Chicago 31, 
Ill., is showing the Director Micro- 
phone used with its office and network 
dictation machines which houses all 
controls for dictation, unlimited play- 
back and review, corrections, erasures, 
and remote marking. (4) 


V Reeckaway Metal Products 
Corp. 

Marnay Sales Div., 1270 Broadway, 
New York 1, N. Y., is showing a new 
portable heater called “Solaport” which 
attaches securely to the base of metal 
surfaces such as partitions by a mag- 
netic locking device. A swivel-rod 
back rest permits the unit to stand 
on its own. The heater can also be 
placed flat in draft areas. (5) 
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New products to be exhibited at Business Show 


Vv The Heyer Corp. 
1850 S. Kostner Ave., Chicago 23, Ill., 
is offering the Superscope, an all-pur- 


pose scope which is designed to make 
professional copy preparation easy for 
all office duplicating processes. The 
scope provides the proper surface and 
light for ruling and writing on all 
stencils, masters and offset plates and 
also serves as a light tab! for retouch- 
ing negatives. (6) 


V_ Rex-Rotary Distributing Corp. 
387 Fourth Ave., New York 16, N. Y., 
is introducing the Model D280-ESA 
heavy-duty electric duplicator which 
uses a revolving silk screen in place 
of ink pads. The machine sells for $485 
and features self-adjusting feed tray, 


automatic speed inking system, a 4- 
digit counter, 3-way copy adjustment, 
and speed of 100 copies per minute. 


(7) 
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A Addo-x Ine. 

300 Park Ave., New York 22, N. Y., 
is presenting its new printing calcu- 
lator, Model 3541E. The machine fea. 
tures a “finger-shaped” keyboard, a 
decimal point indicator, and an extra 
accumulating register. (8) 


V Diebold Inc. 

818 Mulberry Rd. S.E., Canton 2, Ohio, 
is presenting the newest additions to 
its line of motorized rotary files in- 
cluding unit size 16 shown. Features 
include the Dial-A-File record selector 
control, which brings the desired rec- 
ords to desk level automatically, and 


“ever-level” tray positioning which 
keeps records in constant upright po- 


sition. (9) 
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V Bohn Duplicator Corp. 

444 Fourth Ave., New York 16, N. Y., 
is exhibiting the new BDC M-4 H 
mimeograph machine which utilizes 
twin cylinders and paste ink. Other 
features include 3-minute color change, 
accurate registration, automatic cut-off 
counter and 3-way copy adjustment. 


The machine sells for $210. (10) 


V Kenro Graphics, Ine. 

25 Commerce St., Chatham, N. J., is 
exhibiting the “Vertical 18” process 
camera for use in preparation of line 
and halftone negatives in connection 
with offset duplicating. New prismatic 
head accessory permits users to make 
rapid right-reading photocopies in one 
step without a negative. (11) 


V Olivetti Corp. of America 
375 Park Ave., New York 22, N. Y., 


is showing the Graphika manual type- 


writer that features proportional spq. 
ing, a 2-section space bar which pro 
vides a choice of spacing betwee 
words, and “justified” right-hand my. 
gin. (12) 


A The Soundscriber Corp. 
P. O. Box 1941, New Haven 9, Conn, 
is displaying the new “200-BIC” por. 
table dictating machine which ca 
serve as a conference recorder as wel 
as a transcribing device. The unit 
weighs 6 lbs., is powered by regula 
flashlight batteries and records on 15 
minute plastic disks that can be mailed 
and played on 331/3 RPM hom 
phonographs as well as on the firm’ 
equipment. (13) 


Vv Master Addresser Co. 
6500 W. Lake St., Minneapolis 26, 
Minn., is presenting the new Model 


Master Addresser which features auto 
matic drive on the moistening roll and 
precision address card feed. Address 
ing is done by the spirit transfer pro 
cess from paper masters. (14) 


— 


For further information, use 
Readers’ Inquiry Coupon on 
page 102. 
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MEN? 


A Copy-Craft Ine. 

105 Chambers St., New York 7, N. Y., 
is presenting the Ormig Electronic 
Selective Data Printer which electron- 
ically permits the selection from a 
master of any number of lines in any 
combinations desired. The machine is 
operated by push buttons located on a 
visible panel on the control board, 
each button equating exactly with a 
ine or item on the master. (15) 


Seah — 


en 


4 - econ Photo Products Co. 
ne. 
General Photo Bldg., Chatham, N. J., 
is introducing the Genco Exact-Fax 
portable, completely automatic photo- 
copy unit. The machine weighs 18 
lbs, has 9,” throat, copies all kinds 
of documents and papers, and lists for 


$129. (16) 
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A United States Plywood Corp. 
35 W. 44 St., New York 36, N. Y., is 


exhibiting the new Weldwood movable 
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partition system which features a 7%” 
recessed aluminum post cap, a recessed 
cornice, and a continuous recessed 


base of black Micarta. (17) 


A Copease Corp. 

425 Park Ave., New York 22, N. Y., 
is presenting its Model B Duplex Book 
Copier designed for copying large 
bound volumes and single sheets. Some 
of its features include a sponge rubber 
head that adjusts to the thickness of 
any book, and a new automatic timing 
system. 


V Davidson Corp. 

29 Ryerson St., Brooklyn 5, N. Y., is 
offering its new ProPaper magazine 
load and roll-up attachment for the 


ProType photographic composing unit. 
The attachment hinged at the lower 
end of the working board enables the 
operator to set type continuously, utiliz- 
ing all or any part of the roo running 
feet of sensitized paper accommodated 


by the device. (19) 


A Cushman & Denison Mfg. 
Co. Ine. 

625 Eighth Ave., New York 18, N. Y., 

is offering the Ke-Master System key 

drawer, $D-80. The product is de- 

signed to hold 80 keys and will fit 

in any standard metal desk drawer. 


(20) 


V The Ebco Mfg. Co. 

265 N. Hamilton Rd., Columbus 13, 
Ohio, is showing the Kelvinator “Hot 
"N Cold” model A5 PR-HC. The 
units supplies hot and cold water, two 
trays of ice cubes, and a refrigerated 
compartment for storage of bottles and 


perishable foods. (21) 
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A Monthly Feature 


Tools of 


INCREASING numbers of records 
coupled with decreasing storage space. 
Time consuming descriptive billing. 
Loss and deterioration of records. 
Inaccuracies because of multiple post- 
ing. 
These are major problems faced bv 


Some features available with micro- 
film equipment are built-in volt meter 
used with colored documents shown 
in top photo of Remington Rand’s 
Model 8.1 microfilm camera and, in 
bottom photo, magazine film loading 
on Diebold, Inc’s 20 Ib. portable 


camera, 


Sse sce no 


pe See 


a i a aaa 
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Microfilm Equipment 


every office, problems which micro- 
filming equipment has helped to solve. 

Today, microfilm is a very much 
accepted “tool of the office.” But a 
little more than thirty years ago, it 
was unheard of. The idea of recording 
documents in a permanent yet ex- 
tremely compact form, and simplifying 
work systems by using microfilm 
equipment as an integral part of office 
procedures, has been developed in the 
past quarter-century. It has been de- 
veloped to the extent that the average 
person in the United States today can- 
not help but have some aspect of his 
life recorded on this type of film. 
Birth certificates, library records, 
checks, sales slips, savings bonds, armed 
services discharges—these, perhaps, are 
the most common documents micro- 
filmed for Mr. Jones on the street. 

It was in the business world, how- 
over, that microfilm first made _ its 
debut, and it is mainly in this sphere 
that its uses continue to increase. 

Record retention, of course, is one of 
the most important applications of 
microfilm equipment. Condensing rec- 
ords in microscopic form saves space, 
preserves records, and allows easy 
transportation of recorded information. 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 102. 


by Irene Lipschitz 


These are all money saving advantages. 
The big impetus for recording rec- 
ords on microfilm came about with the 
advent of the atomic bomb. If original 
documents which were considered vital 
to a firm’s existence were to be pro- 
tected by having copies placed in 
atomic-proof vaults, some method of 
duplication had to be found which 
would make the records available for 
everyday use and yet would still be 
simpler, more accurate and more 
economical than copying each docu- 
ment. Microfilm was the answer. 
In finding this answer, firms found 
also that the space and money savings 
achieved were large enough to justify 
the use of microfilm equipment for 
other records, aside from the ones that 
were to be stored in vaults as a safety 
measure in case of war. 
The flexibility of microfilm, its 
ability to be used in a unitized form, 
its adaptability to paper filing systems, 
the availability of machines to produce 
positive prints from the film in a mat- 
ter of seconds, and the appearance of 
portable equipment were all important 
factors in its rapid growth as a systems 
tool. 
There are three main principles of 
procedural microfilming. The data 
transmission principle is used when the 
same information must be kept on 
record in a main office and also sent 
to various points outside the office. 
This principle was used in the first 
commercial application of microfilm 
equipment. Banks used the microfilm 
camera to photograph checks so that 
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they would still retain proof of pay- 
ment even after the canceled checks 
were returned to the depositor with 
his monthly statement. Department 
stores, clubs, hotels, public utilities and 
other firms make use of this principle 
when they send the original sales slips 
to their charge customers with the 
monthly statement. Before the state- 
ments are sent out, the records of the 
transactions are microfilmed for the 
main office files, 


One insurance company has its 
branch office film the material it re- 
ceives. The film is then sent to the 
main office which reads it and makes 
punched cards from the information 
for its centralized data processing pro- 
gram. Some market survey and audit- 
ing firms equip their field workers 
with portable microfilm cameras to 
record records and information which 
cannot be taken from location. The 
data recorded on film is then for- 
warded to the main office where the 
major part of the work is done. 

Errors are decreased 
saved because of 


and time is 
the elimination of 
duplicate posting and repetition of de- 
scriptive billing; centralized data pro- 
cessing is speeded, and discrepancies 
can be checked quickly when the 
micrehlm medium is so compact and 
when the main office record is exacily 
the samz as the records found else- 
where. 


Another category of microfilming 
procedure principles is known as the 
moving document principle. This cate- 
gory applies to any record which con- 
tains information that must be re- 
corded at a certain point and then sent 
on to another point for further pro- 
cessing. 

In the transport field, for example, 
the microfilming of waybills has greatly 
reduced the delay time of freight ship- 
ments. Previously, these waybills which 
came with freight shipments had to be 
posted on an interchange report before 
they could be released with the ship- 
ments for other destinations. Now the 
waybills are microfilmed at these junc- 
ture points in minutes, the shipments 
are released and the posting is done 
from the film while the freight is 
speeding on to its next stop. 

Supermarkets, which found them- 
selves cashing large numbers of checks 
for their customers, are using the mov- 
ing document principle to microfilm 
the checks and identifying information 
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of their customers. This not only 
speeds up the service, but also provides 
the supermarkets and their shoppers 
with protection in case of fraud or loss 
of checks. 

Cashier departments of firms now 
record the checks received, passing 
them on for further processing as do 
insurance companies with receipts of 
premiums, or brokerage houses with 
the receipt or dispatch of securities 
in the cage. Some retail stores es- 
tablish sales records by departments by 
recording sales slips on film before 
sending them to the accounting de- 
partments for billing. 

Great time savings are made through 
the moving document principle be- 
cause the original records are so quickly 
released for additional processing in 
other departments, without requiring 
verification of accuracy. 

The third major principle of micro- 
filming procedures is called freezing 
a changing record. \nformation must 
often be taken by one department from 
records which are constantly changing 
and which are to be processed by 
another department. Too often con- 
ventional recording of this information 
without the use of microfilm interferes 
with normal procedural work on the 
papers. 

Inventory and production records 
may be recorded quickly on microfilm 
at the close of each day without inter- 
fering with the normal work flow and 
without making it necessary for copy- 
ing personnel to work at night. All 
reports may be made from a study of 
the film. Accounts receivable ledger 
cards are being filmed to establish 
schedules of these accounts. Credit or- 
ganizations may use these same films 
of accounts to make a study of cus- 
tomers’ payment habits. 

The daily filming of progressive 
work records, whether it be accounts 
receivable or records of shipments and 
purchases, keeps records up to date. 
These films can be studied at a later 
time for other applications such as 
loan determination. If a firm has va- 
rious departments that have records 
to be microfilmed for various purposes, 
portable cameras can be used on a 
rotating schedule. 

Once more, the time saved because 
of uninterrupted availability of records 
is an important factor in microfilming 
economy. 

Aside from the increasing use of 
microfilm equipment in all phases of 


clerical work, a particular current trend 
is the greater use of aperture tabulat- 
ing cards for unitized microfilm §rec- 
ords, especially for engineering draw- 
ings and data. Improvement in tech- 
niques utilizing these card forms are 
being made. To a greater extent than 
ever before, microfilm systems and 
procedures are being combined with 
the dry photographic copying tech- 
niques such as xerography and diazo 
films for contact reproduction, so that 
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Various models offering special fea- 
tures are shown in the photographs 
below. Top, Minnesota Mining & 
Mfg. Co.’s Thermofax Microfilm 
Reader-Printer which produces ccpies 
of microfilm in 8 seconds; middle, 
Recordak Corp's Reliant Microfilmer 
that has Kodamatic Indexing; bottom, 
Burrough’s Corp.’s BH205F Microtwin 
which is a combination camera and 
reader. 
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A Xerographic camera 

The “Mark III” is one of two new 
xerographic cameras designed to in- 
crease the use of Xerox (R) Model 
1218 copying equipment. The camera 
has a copy board of 30” x 40” which 
permits the copying of larger original 
documents, improved lens and lighting 
systems, and a 19” focal length lens. 
Haloid Xerox Inc., 256 Haloid St., 
Rochester 3, N. Y. (A-1) 


New 
for the office 


V Card punch machine 
“Mek-a-Punch” is a portable machine 
weighing only to lbs., designed for 
use where keypunch equipment is un- 
available or as an auxiliary machine in 
data processing departments. Differ- 
ent models can accept various tabulat- 
ing cards and 6, 12, or 18 lever models 
are available for coding as many con- 
secutive columns per card. A selector 
knob is used to choose the consecutive 
group of columns to be punched in a 
single operation. Taller & Cooper, Inc.. 
75 Front St., Brooklyn 1, N. Y. 


(A-2) 


Vv Card record desk 

New card record unit consits of 7- 
drawer file cabinet holding up to 
94,000 5” x 3” cards and posting sec- 
tion which has linoleum top that ex- 
tends 10” beyond the cabinet front. 


The back of the posting station has 
a recessed shelf for a wastebasket 
which is easily reached through a top 
opening from the user side of the desk. 
A 5-drawer model is also available. 
Yawman & Erbe Mfg. Co., 1045 Jay 
(A-3) 


St., Rochester 3, N. Y. 


V Office chairs 

The “Flight Line” of office chairs in- 
cludes executive, secretarial posture, in- 
stitutional, reception room, and office 
side chairs. Some of the chairs in the 
line have solid walnut arms covered 
with walnut-grained Formica. All 
chairs in the new group, with the ex- 
ception of secretarial and cafeteria 


chairs, have spring seats and thick 


polyfoam backs. Steelcase, Inc., 1491 
Division Ave., Grand Rapids, Mich. 
(A-4) 


A Multi-purpose office unit 

Known as the Office Organizer Model 
4500, the unit is designed to serve as 
a desk and file and storage cabinet. A 
drop leaf serves as desk and typewriter 
support. The steel unit is 42” high, 
304,” wide, 18” deep, and has storage 
compartments for index cards, letters, 
stationery and records. Modern Steel- 
craft Inc., 2973 Cropsey Ave., Brooklyn 
14, N. Y. (A-5) 


V Typewriter 
New secretarial, standard office model 


has mechanical action which speeds 
up the stroke of the type bars making 
it easier to type faster. Machine also 
features an improved touch selection 
lever, a half space key, a gauge for 
determining bottom margins and a 
lever which clears all tab stops at once. 
The eighty-eight keyboard typewriter 
is available in seven colors. Smith- 
Corona Inc., 701 E. Washington St., 


Syracuse 1, N.Y. (A-6) 


For further information, use 
Readers’ Inquiry Coupon on 
page 102. 
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Vv Automatic typing machine 

Model 5606 Selector Auto-typist fea- 
tures a large capacity record roll which 
will store up to 250 average-sized lines 
of copy. The machine can write 10 to 
20 complete letters depending on length 
and be used with any electric type- 
writer. Individual letters can be selected 
one at a time. Dimensions: 30” wide, 
32” deep, and 35” high. American 
Automatic Typewriter Co., 2323 N. 
Pulaski Rd., Chicago 39, Ill. (Be1) 


‘i 
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V Time and date stamp 

The firm’s model TDC time and date 
stamp with clock face is composed 
of three balanced units, a printing 
head, ribbon mechanism, and electric 
drive, utilizing a new hammer method 
of printing with autematic self-align- 
ing platens for clear impressions. Op- 


eration is by instantaneous paper-trip. 
The machine is offered in a choice of 
three colors. Roberts Numbering Ma- 
chine Div., Heller Roberts Mfg. Corp., 
700 Jamaica Ave., Brooklyn 8, N. Y. 

{B-2) 
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V Floor covering 

Resilient floor covering with a non- 
slip surface called “Scotch-Tred” is 
easily applied, long-wearing, non- 


abrasive and resistant to liquids and 
many chemicals. It comes in beige, 
black and gray in roll form of various 


Aa 


widths, 


Minnesota‘ 


tiles. 


Mining & Mfg. Co., goo Bush St., 


strips and 


St. Paul 6, Minn. (B-3) 
V Walnut bookcases 
Built for long-term office use are these 
two 36-inch wide, three-shelz bookcases 
of the firm’s “rroo” series. Of hand- 
polished genuine walnut with adjust- 
able shelves, the New Yorke; models 
shown are available in heights from 30 
to 36 in., and have box-type bases for 
easy side to side groupings. Hale In- 
dustries, Inc., Herkimer, N. Y. 
(B-4) 


V Pegboard payroll system 

The “Multi-Rite Peg-Binder Payroll 
Package” is completely contained in a 
self-locking binder with an estimated 
year’s supply of all necessary forms 
for a payroll of 25 employees. Some 
of its features are creation of 3 records 
with one posting, pre-shingled pay 


; } oe 8 ae | > 
j } | 
RETELREETetthiktato kk 


statements and up-to-date tax data. 
The payroll system sells for $48.50. 
C. E. Sheppard Co., 44-10P, 21 St., 
Long Island City 1, N. Y. 


(B-5) 


A Addressing machine 

The new Model 10 addressing machine 
is designed to handle short runs on 
small lists. The material may be han- 
dled manually or automatically with 
the feeding attachment. Insertion of 
material sets in motion all functions of 
the machine including master card 
feeding, ejection and stacking. Scripto- 
matic, Inc., 310 N. 11 St., Philadelphia 
7, Pa. (B-6) 


A Photocopy machine 

New photocopy machine makes use 
of a new patented spray process so that 
machine can be used every day for 
over a month without change of de- 
veloping agent. Machine which can be 
wall-mounted or used on desk-top will 
produce copies in 12 seconds. Two 
models are available for 9” and 14” 
widths. Copycat Corp., 215 Fourth 
Ave., New York 3, N. Y. (B-7) 
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WOFT modernizes older space 


to gain custom-made quarters 


Wood Office Furniture Institute finds that low-cost old 


office space, thoroughly reconditioned, can offer advantages 


over rental space in newer buildings— 


THE QUANDARY faced by so many 
companies which find their present 
space inadequate, but find also that 
their budget won’t permit them to 
move into more adequate space in new 
buildings charging high rentals came 
recently to the Wood Office Furniture 
Institute. Its quarters were  over- 
crowded, but all the available office 
space it could find on the market was 
renting at $5 to $7 a square foot—far 
more than the Institute felt it could 
spend. 

WOFI, which has its headquarters 


in Washington, considered its budget, 
and decided that the cost of renting 
space in the city’s new buildings was 
prohibitive. Yet, it was equally im- 
possible for the organization to con- 
sider putting up its own building 
And—particularly for an organization 
which has as its credo the establish- 
ment of functional and attractive offices 
throughout American business—com- 
pressing expanding activities and staff 
into inadequate current space was al- 
most the worst solution of all. 


(To page 86) 
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Conference Room. Below: Director’s Office 
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Short cuts with Recordak Microfilming 


for more than 100 different types of business . . . thousands of concerns 


: Latest report on how this low-cost photographic process is simplifying routines 


MAKES 
AUDITING EASIER 


NEW YORK, N. Y. 

The toll tickets which operators at 
The New York Telephone Company 
make out for long-distance calls are 
sometimes needed in two places at 
the same time. The company’s Peg 
Count Bureau uses the tickets to 
analyze telephone traffic volume for 
management. And the accounting de- 
partment must have them to bill 
subscribers. 


No dilemma, now. Running the 
tickets through a Recordak Micro- 
filmer (which takes up to 400 pictures 
per minute) lets the Peg Count Bureau 
release tickets promptly, ending bill- 
ing delays. And, equally important, 
the Bureau can now make its audit 
studies more efficiently from the 
microfilms projected in Recordak 
Film Readers. No more peak periods 
and pressing deadlines. 


How a similar short cut 
can work for you 


Businesses of every type are using 
Recordak Microfilming to audit and 
analyze their accounts without inter- 
rupting daily posting operations. In 
branch offices, for example, accounts 
are “frozen” as of any date and 
Recordak Microfilm copies sent to 


Recordak Film Reader enlarges items sharp and clear 


OCTOBER 1958 


centralized audit in home office. This 
cuts need for costly field audits. And 
protection is increased automatically 
by filing film record in a separate loca- 
tion. Often, this cuts insurance costs. 


Write for free booklet showing how 
Recordak Microfilming serves com- 
panies like yours. Or have a Recordak 
Systems Man call. No obligation 
whatsoever! ‘“Recordak” is a trademark 


SRECORDRK 


(Subsidiary of Eastman Kodak Company) 


originator of modern microfilming— 


now in its 3lst year 


Use Readers’ Inquiry Coupon on Page 102 


Fees Se? ee so ee oe Cee eS 
: RECORDAK CORPORATION 4 
- 415 Madison Avenue, New York 17, N. Y. F-lO 
¢ () Send free copy of ‘Short Cuts that Save Millions.” ° 
: (©) Have local Recordak Systems Man phone for appointment. 
; Name Position. : 
; Company : 
: Type of Business ; 
: Street 
M City State vd 
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AUTOMATION 


IN THE OFFICE 


Boston bank installs giant system for 


check records; [BM announces new unit 


Banks continue to play a_ leading 
role in the spread of automation. The 
largest single electronic system used 
in any bank in the world has recently 
gone into operation in the nation’s 
oldest chartered bank, the First Na- 
tional Bank of Boston, to handle spe- 
cial checking account transactions, and 
the National Cash Register Company 
last month exhibited at Dayton and 
at the American Bankers Association 
convention equipment designed to 
meet the check bookkeeping needs of 
small as well as medium and _ large 
banks. 

At the First National Bank of Bos- 
ton, an electronic data processing sys- 
tem designed and built by the Minne- 
apolis Honeywell Regulator Company 
is now processing electronically all 


records on the bank’s 30,000 special 
checking accounts, and will, when ad- 
ditional units are added, take over 
70,000 regular checking accounts as 
well. 

In addition to deposit accounts, the 
bank reports that other applications 
programmed or being programmed in- 
clude maintainance of stockholders’ 
ledgers, preparation of dividend checks 
for the Corporate Trust Division of 
the bank’s allied institution, the Old 
Colony Trust Company, and Loan 
Accounting. 

Benjamin W. Taunton, assistant con- 
troller at the bank, who is in charge 
of its electronic programming center, 
explaining how the system processes 
checking accounts, reports: 


(To page 66) 


Reels hold 30,000 ch 


eck records 


First National Bank staff members are shown at console of new electronic processor 
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for speedy 
economical 
microfilming 
—see the 
camera 

that has 
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: DIEBOLD, INC. Dept. |'4 
! — Flofilm Division 

; Norwalk, Conn. 

t 
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MICROFILM” at no obligation. 


” 
: »’y Diebol 


MICROFILMING SAVINGS BEGIN WITH YOUR PURCHASE 
OF THIS LOWEST PRICED MOTORIZED MICROFILM CAMERA! 


Only the Flofilm 9600 gives you small size for savings 
combined with portability (goes to the records) 

and the exclusive film magazine for flexibility of 
operation undreamed of in any microfilm camera! 


These 3 features add to the savings inherent in 
microfilming procedures with no loss of record 
availability; permitting many types of records 
(payrolls, accounts receivables, checks, etc.) 

to be recorded at the same time; no film waste; no time 
lost in sending records to be filmed! 


Please send copy of “AN INTRODUCTION TO 


EXCLUSIVE 
FILM MAGAZINE 


FREE FOR THE ASKING! Send for your copy of “An Introduc- 
tion to Microfilm” showing how firms such as yours save money 


Company 
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Tools of the Office 


(Continued) 


these unitized microfilms become mas- 
ters, rather than just a copy. 

Because microfilm equipment pro- 
vides the fastest and cheapest method 
(in terms of the cost of materials used) 
for making exact copies of documents 
available; since records storage is ex- 
tremely compact (one file drawer of 
microfilm rolls replacing the number 
of papers that could be stored in thirty 
to thirty-five standard filing cabinets) 
and because procedural microfilming 
has so many applications, this versatile 
and efficient office tool will continue 
to expand its services to industry. 


The Manufacturers 

The American Microfilming Service 
Co., Microtape Systems, 44 Laura St., 
New Haven, Conn. The firm is the na- 
tional manufacturer and distributor 
for the Microcard Corp., whose line in- 
cludes readers for use with microprints 
in card form. The readers are used 
with 16mm and 35mm film and have 
magnifications of 12X, 15X and 23X. 
The images are thrown onto the re- 
verse of a ground glass or opaque 
screen. The desk-top model has a card 
moving mechanism to assist in the 
location of pages and a_ pocket-size 
model has built-in illumination. The 
firm also manufactures Microtape 
strips in which positive micro-images 


Can you afford 
not to attend? 


1958 NATIONAL 
BUSINESS 


This year more than ever before you should attend this 
important show . .. over 500 exhibits of the newest 
products and services. Here, under one roof, is a 
unique opportunity to get complete and authoritative 
answers to many of your pressing problems about the 
modern office. See by comparison just how efficient 
your office is. Learn how it can supply new and better 
information on company operations . . . at lower costs. 
Find out how to gear your office to provide better and 
more up-to-date facts on sales, customers, inventories 
and shipments as well as a host of other new and 
invaluable information to help you cut costs, improve 


methods and increase profits. 


THE COLISEUM, columbus Circle, New York, N. Y. 
October 20th thru October 24th, 1-10 p.m. daily 
For information and hotel reservations call 


Rudolph Lang, 530 Fifth Ave., N.Y.C., OXford 7-7142 


50 Use Readers’ Inquiry Coupon on Page 102 


are placed on rolls having an adhesive fim 
backing. The strips can be cut into i 
individual frames or strips and mount 
ed on cards for filing and indexing a 
desired. Price range of readers: $25 to 
$335. 

American Optical Co., Instrumey 
Div., Buffalo 15, N. Y. The firm has 
manufactured the AO Micro Opaque 
Reader. Current details were not avail. 
able at press time. 

Atlantic Microfilm Corp., 28 Rail- 
road Ave., Pearl River, N. Y. The firm 
manufactures a 35mm planetary type 
camera which has a reduction ratio of 
11:1 used for the microfilming of med- 
ical or industrial X-ray film. A 35mm 
reader with a magnification ratio of 
11X at four ft., using an opaque screen, 
is also available. The firm also sup. 
plies services for microfilm in “Micro- 
Jackets,” cards in which frames and 
short strips of microfilm can be in 
serted. Included among the equipment 
are the Film-check editing units, and 
the Micro-Jacket insertion kit which § 
speeds and simplifies the insertion of 
microfilm into the jacket cards. 


Burroughs Corp., 6071 Second Ave, 
Detroit 32. Burroughs Corp. sells and 
services Bell & Howell microfilm equip- 
ment. The line includes 4 cameras, with 
reduction ratios of 18:1, 24:1, 30:1, 37:1, 
44:1; 6 readers with magnifications 
of 18X, 24X, 30X, 37X, 44X, 49X; and 
3 models of combination cameras and 
film readers that have reduction ra- 
tios of 18:1, 30:1 and 37:1. All cam- 
eras are of the flow type using 16mm 
film and depending on the model, it 
is possible to copy the full film width, 
half width, or both sides of a document 
simultaneously. Normal rate of opera- 
tion is up to 100 documents per min- 
ute with manual feed, and up to 500 
per minute with automatic feed. Spe 
cial features available with cameras 
include automatic feed, power drive, 
and safety features to prevent double 
loading, end of film and crumpling of 
documents as the automatic feeder will 
separate various and/or mixed sizes 
and weights of paper and prevent over 
lapping of documents. The readers use 
16mm and 35mm film, and project the 


(To page 53) 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 102. 
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Pefjiciency comes in as eyestrain goes out. Your National Blank Book Stationer has this 
iGreen” paper in a wide variety of business’ forms and analysis pads. Insist on ““Fye-Ease”’ 


An NBB Product at Stationers Everywhere 
WATIONAL BLANK BOOK COMPANY 


TURN PAGE FOR FREE SAMPLE OF) 
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EYE-EASE- is-available_in-over—1000- different 
ls NBB forms — carried in stock by NBB dealers 
! from—coast—to—coast-These _forms- include>An 


alysis Pads, Columnar Sheets, Time and —y 
Forms, Accounting Forms, Steno Notebooks, 
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45-600 “Draft Report 11x 8% 
45-60) Double Entry Ledger 
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National Biank Book Company 
Holyoke, Massachusetts 


Use an EYE-EASE Form 
See how restful it is ~~ 
your eyes ve. 
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FREE sample of EYE-EASE® Analysis Pad. 
Mail this coupon. 
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Our usual office supply source is:. . . 
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image onto the reverse of a ground 
glass screen. Magnification ratios may 
be easily changed in the office. Four 
models enable waist-level film loading 


} and winding in a seated position and 2 


models are motorized to allow foot op- 
erated film movement at operator se- 
lected speeds. Other reader features in- 
dude rotation of the projected image 
and all have the ability to make copies 
or prints from the microfilm. Price 
range: cameras, $1295-$2374; readers, 
$295-$720. 

Diebold, Inc., Flofilm Div., P. O. 
Box 127, Norwalk, Conn. The FloFilm 
line includes 4 flow type cameras using 
16mm and 35 mm film. Reduction ra- 
tios are from 8.5:1 to 35:1 and can be 


‘}changed with the lens. The cameras 
\Jcan accept documents up to 42” in 


width and the cameras can copy on 


‘| the full film width, on half width, or 
4 both sides of a document simultaneous- 


ly. A completely portable 20 Ib. camera 
is also available. The readers are used 
for 16mm and 35mm film and project 


Jj the image on the reverse of a ground 


glass screen. Magnification ratios are 
available from 21X to 35X with ratios 


4 changed by moving mirrors on bars 


while the picture remains in focus. 
Other features include power drive, 
variable speeds, a 360 degree image 
rotation, and an attachment available 
for making prints. Price range: $750- 
$12,500. A film processor is also avail- 


able. 


Documat, Inc., 385 Concord Ave., 
Belmont 78, Mass. The firm’s line in- 
dudes 2 flow type cameras using 16mm 
film that have fixed reduction ratios 
of 16:1 and 34.5:1. The cameras may 
copy documents up to 9” wide, and 
may copy on full film width, on half 
width, or both sides of a document 
simultaneously. A special feature is a 
front return device which brings docu- 
ments back to the operator in their 
original order. Four readers are avail- 
able that can take 16mm or 35mm 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 102. 
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Shown above are (right), the Unitizer, which reproduces and unitizes in one 
operation, and (left), Actifilm, a diazo-type microfilm which comes in card 
weights and card sizes. (Pictures courtesy of Microline Products Group, Ozalid 
Div., General Aniline and Film Corp.) 


Here is extra assistance 
for a harried office manager 


Are you harried like this office man- 
ager? Are you still looking for a way to 
reduce complaints from management 
and employees? Here is how you can 
help keep personnel at maximum effi- 
ciency, even in crowded areas and de- 
spite increased work loads. Your office, 
like many others, will be a better place 
to work when Airkem is used to kill 
cigarette smoke odors and other causes 
of stuffy air. 

Airkem kills odors and leaves 
the air smelling clean and fresh. It 
is designed to give the indoor air a 
bright, fresh atmosphere that helps 


Specialists in Odor Control 


Use Readers’ Inquiry Coupon on Page 102 


keep employees alert and efficient. 
Your office can be equipped with 
Airkem units at low cost—without in- 
convenience. The equipment is incon- 
spicuous, in fact, one unit is built into 
an ash tray. 

Airkem odor controls are installed 
and serviced regularly by trained spe- 
cialists. Units are available for use 
with or without air conditioning. 


‘eer ees 


AIRKEM, INC. 
241 East 44th Street, New York 17, N. Y. 


Please send me details on Airkem equipment for 
office use. 


Name 


Title. 


Company 


Address 


City. Zone State___ OM- 108 
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film and that project the image onto 
the reverse of a ground glass screen. 
Magnifications available are 3414X, 
24X and 15X, and may be changed by 
changing lenses. One reader will 
handle both roll film and unitized 
film. Price range: cameras, $1095 to 
$1295; readers, $245 to $350. 

Durst (USA) Ine., 770 Eleventh 
Ave., New York 19. The Durst line 
includes the M35 Micromat combina- 
tion camera and reader which uses 
35mm film and can reduce documents 
up to 17 times. The camera copies on 
full film width only. The Mirep copying 
attachment has a magnifying ground 
glass screen for image observation. The 
Micromat-Color attachment is used to 
make copies or prints from microfilm. 
Price range: $434 to $474 with lens 
and copying cassette. 

Eastman Kodak Co., 343 State St., 
Rochester 4, N. Y. The Kodagraph 
line consists of 4 cameras, 2 readers for 
film and 1 reader for opaque prints. 
The cameras are of the planetary type 
having a maximum copy size of 38” x 
52” and copying on the full film width. 
Reduction ratios can be changed by 
camera movement and reduction may 
be from 10 to 30 diameters. The ma- 
chines have safety features to prevent 
double loading, end of film and other 
hampering of operation. The cameras 
are principally designed to handle 
35mm film but a conversion unit is 
available for the same machines to use 
16mm film. The readers are used for 
16mm and 35mm film and have a 
magnification of from 12 to 23 di- 
ameters. The magnification ratios may 
be changed on one of the models by 
moving the screen. Features available 


with the readers are a 360 degree ro- 
tation of the image, scanning device 
that allows the film to be moved lat- 
erally, adjustable speed, and ability to 
make enlarged prints from the film. 
Price range: cameras, $2250 to $2850: 
readers, $300 to $1050. 

The Filmsort Co., Div. of Miehle- 
Goss-Dexter, Inc., Pearl River, N. Y. 
In addition to the firm’s 10 models of 
readers, Filmsort offers a line of hand, 
optical and automatic mounters for 
inserting films into cards and_ the 
UNIprinter “o75” which is used for 
the dry contact copying of frames or 
strips of film onto diazo. The readers, 
priced from $5.50 to $1995, use 16mm 
and 35mm Sian, projecting the image 
onto the reverse of a ground screen 
glass. Magnification is available from 
3X to 42X, and change of the magnifi- 
cation ratios varies with the different 
models. Some of the models have 
equipment for making prints. The 
Filmsort mounters range in price from 
$620 for an hand mounter to $42,500 
for an automatic mounter, which in- 
sert either 16mm _ or 35mm microfilm 
into aperture cards. The “o75” UNI- 
printer copies the film in an aperture 
card onto a blank piece of diazo film. 

Graflex, Inc., 3750 Monroe Ave., 
Rochester 3, N. Y. The firm’s Graflex 
35mm Photorecord camera is of the 
planetary type having reduction ratios 
from 1.5:1 to 17:1. The reduction 
ratios can be changed manually. Maxi- 
mum copy size of documents is 17” 
x 22”, with the camera copying on 
the full width of the film. Price: $695. 

Griscombe Products, Inc., 133 W. 21 
St., New York 11. The Griscombe 


(To page 57) 


Microfilm frames inserted into aperture cards are being more widely used. 
Shown below is part of The Filmsort Co.’s line of equipment used with these 


types of cards. Left, the Inspector "0's 


a portable reader, and, right, the 


UNIprinter “075” which copies the film in an aperture card onto a blank piece 
of diazo film. 
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MASSACHUSETTS, CAMBRIDGE: 
E. Duehring, W. W. Pearse, S. Straghan, 
: = — PALMER: C. Windholz Jr, 
* RHODE ISLAND, ev Ce. k 
* O'Connor Jr., ST 1-334 
* MIDDLE poeple 
NEW _YORK, ALBANY: O. Miller, 
4-3543, BUFFALO: H. H. Poulton, 
$ Cl 3606; NEW YORK: W. Fox, C. F. 
: sr, L. Straight. C. H. Swanson, H 
~ W. Wishart, G. E. Dorry Jr., TR 3-5418; 
*’ ROCHESTER: E. A. Reynolds, HA 
pent SYRACUSE: J. Gorton, HO 
= 3-48 
7 PENNSYLVANIA, NARBERTH: P. 
*<~ Burke, D. Gross, T. McKay, MO 4-619; 
2 PITTSBURGH: W. G. Fischer, D. H. 
* Hixenbaugh, MO 1-0467; WEST READ. 
ING: J. L. T. Aiman, FR 6-1132. 
5 NORTH CENTRAL 
* ILLINOIS, CHICAGO: G. H. Dengler, 
s Morrey, | SU 7-6740; 
” Crismore, 2-732 
3 iMDAMA. FT. WAYNE: W. J. Dyk, 
vty ; INDIANAPOLIS: R. D. 
‘ Brown, A. Wisner, WA 6-5605; MUN. 
®* CIE: H. M. Chaddock, AT 23312. 
H IOWA, DAVENPORT: B. Hassel, 6-2933, 
MICHIGAN, mie ag a A 0 ne 
¥ - &. Laylor, T. E. Wea R. 
% Williams, BR 3-9616; GRAND “RAPIDS: 
<= J. Zimmer, GL Le or 
aie. NESOT PAUL: J. K. Annett, 
<= M. Bozenich, Mi "5. oa ae 
yaks. MISSOURL KANSAS CITY: yk 
wes Kleban, BA 1- 1817; ST. Louis: J.L 
: Meleod. PA 6-1188. 
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: B. Given, FR 6-8621; 
E. VanNess. AV 1-3068; 
D: . M. O’Connor Sr., 
25; COLUMBUS: 
. M. Price, HU 8-6534; 
R. G. Butcke, N. F. Gregg, 
Hawkes, R. L. Heilig, BA 4-3831; 10. 
‘ LEDO: G. O. Sullivan, GR 45368. 
«=. WISCONSIN, MILWAUKEE: A 
2h Jennrich, C. G. Langheck, BR 4.6350, 
i) SOUTH ATLANTIC 
~* FLORIDA, A AONE: A. W. 
‘2 Cooke, EV 7-111 
see, GEORGIA, AT LANTA: G. H. Fowler, 
Yes B. Smith, JA 2-3377. 
MARYLAND, BALTIMORE: G. E. A. 


‘ 
=<©e Stewart, ID 3-5766; SILVER SPRING: 
ez T. tony JU 9-3080. 

&¢% NORTH CAROL INA CHARLOTTE: B. 
2 R. Wilson, ED 4-94 

brea VIRGINIA, RICHMOND: W. G. 
pe a Archer, MI 8-5625. 

Ree WEST VI BunerenareN: J. 


SINIA. 

H. Holliday, JA 5-8468 
SOUTH CENTRAL 
ALABAMA, a Oma: M. H. 
* Reisinger, FA 3 
KENTUCKY, LOUISVILLE: J. B. 
Hughes, JU 3-687 eenneen: 6.0 
LOUISIANA, NEW RLEA 
Brooks Jr., JA 5-4513; SHREVEPORT: 
=< W. D. Martin, 65-3194. 
“+ OKLAHOMA, OKL “AHOMA CITY: ©. 

* Martin, FO 5-3021; TULSA: F. Pontious, 
WE 9-5508. 
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» MEMPHIS: 

Thompson, BR ” 2.2912: eS se 
G. W. Sisk, AL 6-8851. 

TEXAS, CORPUS CHRISTI: B. G. 
Helm, TU 3-5261; DALLAS: G. B. 
Shafer, H. W. Secker, C. Stewart, FL 
7-4627; HOUSTON: G. B. Haggott, R. f 
Hendrix, JA 4-2405; LUBBOCK: 


et RWHP Bader ERT DD BAS Pres Be 
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Stewart, PO 3-1261; SAN BO COND: 
W. D. Gaston, PE 2 23-5161. 
MOUNTAIN 
COL ORADO, DENVER: T. W. Fetter, 
é AC 2- 
Hei PAC FIC 


CALIFORNIA, LOS ANGELES: J. A 
Cook, L. Despie, J. Drummond, J. 
Giesbrecht, T. I. McKee, A. W. Skelton, 
NO 3-2251; OAKLAND: B. J. Lund- 
guist, TE 3.7156; SACRAMENTO: D. 
Drake, GI 3-5019: SAN BERNARDINO 
A. G. Cundiff, TU 9-3191; SAN DIEGO 
J. R. Greene, CY 5-3508; SAN FRAN: 
CISC °O:_H. F. DuPre, Ki Rees SAN 
JOSE: B. Keagy, CY 3- 

OREGON, PORTLAND: = * Bouchard, 
CA 3-5924 


WASHINGTON, SEATTLE: WE. 
Booth, MU 2-5790. 
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If ‘4 
paper work \1 
\y has you 
| “bottled up”... /’ 


you can get expert help from one of Reynolds & 
Reynolds representatives! He offers business forms 
and systems that are individually tailored to fit 
your specific needs. Reynolds & Reynolds repre- 
sentatives have shown thousands of large and small 
companies how properly designed forms carefully 
coordinated can simplify and speed office proce- 
dures, cut overhead costs and increase profits. Your 
own paper work bottlenecks might be broken by 
combining several forms into one multiple part 
set . . . or eliminating copies from certain forms 

. . or letting No Carbon Required Paper solve a 
problem. 


Let a Reynolds & Reynolds representative 
break your paper work bottleneck...no obli- 
gation! See list on adjoining page...call today! 


The Reynolds & mine ae 


Ne s ™ Sid ry TIT, Spent meta 
Rig eon ae b~ nad s ey Se sae hows % SAR ow Siehaeenc os 5: See NS a RS ; wee Ne tas ene 
gin Wate ea Rae. Con a a a a A Ce eS A eee Sa as 


DAYTON, OHIO ¢ CELINA, OHIO ¢ DALLAS, TEXAS © LOS ANGELES, CALIFORNIA 


BUSINESS FORMS AND 
SYSTEMS SINCE 1866 


Also manufacturers of Post-Rite 
Pegboard Accounting Systems 
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WHERE THERE’S BUSINESS ACTION THERE’S A BUSINESSPAPER 


Used to be a song, back in the Thirties, titled, Little Man, 
You’ve Had a Busy Day. Didn’t mention the Big Man. 
But his days are busy, too. He’s the man who must make 
top-level decisions in business. And to make those de- 


cisions, he must have facts. All the facts. All the pertinent 
information he can get. 


He finds time, in his busy days, to get that information. 
How? By getting a major portion of it from one unique 
source: the business publications serving his particular 


field. 


No businessman, Little or Big, is fully informed until he 
reads his businesspaper. He reads it for profit, not for 


Cro of a series of advertisements prepared by THE ASSOCIATED BUSINESS PUBLICATIONS 


pleasure. He searches it through for news of the trade 
industry. For facts. For fresh ideas. For new products he 
can put to work. And he reads the advertising with the 
same intense concentration he devotes to the editorial pages. 


For the man on his way toward becoming a Big Man, hi: 
businesspaper is especially important. Take a tip from the 
reading habits of key men at every level. Take out a sub: 
scription of your own. Then, make the time to read ever) 
issue—and read it thoroughly. 


Subscription: United States and Possessions $4.00 a year. All otht! 
countries $9.00 a year. 


OFFICE MANAGEMENT 


film | 
t0 432 
the re 
or an 
includ 
ing fro 
scratcl 
to $1: 
Hall 
Oswes 
firm | 
micro 
prints 
able 2 
Th 
Roche 
factur 


contin 
the « 


The Magazine for Management Executives 


212 Fifth Avenue New York 10, N. !: 
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Tools of the Office 
(Continued) 


_ 


ine includes 4 cameras, 7 readers and 
ynitizing services for microrecord 
images. Two of the cameras are flow 
type models; two are planetary. Re- 
duction ratios vary from 4:1 to 30:1, 
and can be changed automatically. The 
cameras use 70mm to 105mm, 16mm 
and 35mm film. The flow type cameras 
an copy documents having up to a 
go” width at a rate of 4o ft. per min- 
ute with manual feed. The planetary 
type cameras can accept documents 
having a maximum size of 37” x 54”. 
Features include variable illumination 
and film warning signals. The readers 


- 


PER 


rade or 
ucts he 
ith the 
| pages. 
an, his 
om the 
a sub: 
| ever) 


AI other 


ae used for 16mm, 35mm and 7omm 
film having magnification from 6X 
to 43X, with images projected onto 
the reverse of a ground glass screen 
or an Opaque screen. Reader features 
include rotation of images, print mak- 
ing from film and film protection from 
sratches. Price range: cameras, $1095 
to $15,000; readers, $185 to $1500. 
Hall & McChesney, Inc., 1233 
Oswego Bluvd., Syracuse, N. Y. The 
firm has provided a service to convert 
microfilm into opaque Microstrip 
prints. Current details were not avail- 
able at press time. 

The Haloid Co., 2-20 Haloid St., 
Rochester 3, N. Y. The firm manu- 
factures the XeroX(R) Copyflo(R) 24 
continuous printer which operates on 
the electrostatic principles of xero- 
graphy to enlarge up to 24” width and 
any length, microfilm frames mounted 


One of the methods used for unitiz- 
ing microfilm shown below is to print 
the microfilm positively on microtape 
that has adhesive backing. Tape can 
then be cut up for filing cards. (The 
American Microfilming Service Co.) 


a 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers' Inquiry Coupon on 
Page 102. 


es 


up to 4 times as much! i 
ww ee ewer re sees eeeee es MAIL COUPON TODAY:++*ese22e2 228202808 . 


OCTOBER 1958 


Verifax Bantam 
Copiers °99™ each 


=_— * os, @ 
End 10-minute waits = “ 
for'I-minute’ copies... 


Now you can buy Verifax 
Copiers by the cartload—put 
one in every department 


for each Verifax Bantam. And think 
of the convenience! No one need 
take more than a few steps to get 
quick copies of letters, orders, re- 
ports—any of the myriad items mu” 
handled daily by all departments. 


As systems men see it, this is one of 
the smartest moves you can make. 
It ends those “‘ten minute” trips to 
a distant copier . . . saves up to 24¢ 
every time copies are made. Your 
savings in a month or two—on 
secretarial travel time alone—pay 


Capable, versatile performer 
Despite its low price, the Bantam 
Copier takes copying jobs of all 
kinds in stride—meets the needs of 
all offices with widely varying copy 
requirements. 

Call in your local Verifax Dealer 
for free demonstration of the Ban- 
tam. (Check ‘“‘Yellow Pages”’ under 
“duplicating” or “photocopying.”’) 


Price quoted is manufacturer's suggested price 
and is subject to change without notice, 


[Yerifax Copying 


DOES MORE... COSTS LESS 
... MISSES NOTHING 


Makes 5 dry copies in 1 minute for just 
2%¢ each. Outperforms copiers costing 


EASTMAN KODAK COMPANY 
Business Photo Methods Div., 343 State St., Rochester 4, N. Y. 


. . a pee , 72-1 ne sae 

Gentlemen: Send folder describing Bantam Copier in detail. 0 a aie 

Also names of nearby dealers. ys eae 3: 

L ain 

Name. Position y. a yi y 5. 
Company GVe > S| Z 
Kodake . 

Street TRADE MARK [ 
q 
City State - 
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PROBLEM: High volume of factory orders, each requiring the 


completion of 9 different forms 


SOLUTION: Baltimore Business Forms’ Continuous Handytab 
Forms, plus imagination 


Here’s a case where the creative think- 
ing of Baltimore’s trained forms de- 
signers turned a headache into a simple, 
efficient operation. Factory paperwork 
called for the writing of nine different 
forms to cover each order . . . and 
there were lots of orders. 

The problem was solved with a com- 
bination set of Baltimore’s Handytab 
Continuous Forms, fed into the type- 
writer as a unit. One typing completed 
all nine forms, and up to 500 orders 
could be handled without reloading. 

The completed forms were removed 
as two separately bound sets. From the 
first set, the customer acknowledgement 
copy was removed and immediately 
mailed. The balance of the set, contain- 
ing original and duplicate invoice, 
accounts receivable copy, posting copy, 
and extra copy, was retained in a 
vertical file and completed upon notice 
of shipment. 

The second set was sent as a unit to 
the plant to supply production infor- 
mation. Quantity shipped, and other 


shipping data was inserted by pencil 
or typewriter. The set was separated, 
supplying packing slip, shipping label, 
factory record copy, and district office 
notification of shipment copy. Factory 
record copy was then forwarded to 
billing for completion of invoice. 

If your operation handles a high 
volume of orders, perhaps this system, 
or a modification thereof, is for you. 
A Baltimore Business Forms trained 
forms designer can quickly analyze your 
problem and, selecting from a complete 
line, suggest the most practical forms 
for you. Odds are, he’ll find ways to 
save you time and money. 

Give your Baltimore Business Forms 
Representative a call . . . no obligation, 
of course. He’s listed in the Yellow Pages 
under “Business Forms” or “Sales 
Books.” If you prefer, write direct, out- 
lining your problem, for free samples 
and recommendations. The address 
is: THE BALTIMORE BUSINESS ForMS 
ComPANyY, 3134 Frederick Ave., Balti- 
more 29, Maryland. 


Baltimore Business Forms 


THE BALTIMORE BUSINESS FORMS COMPANY — DIVISION OF THE BALTIMORE SALESBOOK COMPANY 
Saving time and reducing costs in business and industry 


CONTINUOUS 
FORMS 


HANDYSET ONE-TIME 
CARBON FORMS 


COUNTER REGISTERS 
AND FORMS 


Use Readers' Inquiry Coupon on Page 102 


in the apertures of data-processing 
cards. The printer is used primarily to 
“blow back” engineering drawings 
usable size. Prints emerge ready to 
use at the rate of 20 ft. per minute in 
dry, positive form. 

Microfilm Corp., 13 E. 37 St., New 
York 16. The firm has offered a line 
of planetary type cameras and readers, 
Current details were not available 2 
press time. 

Minnesota Mining & Mfg. Co., 9m 
Bush St., St. Paul 5, Minn. The firm 
offers the “Thermo-Fax” brand micro. 
film reader-printer which uses 16mm 
and 35mm film in any form—tolls, 
jackets, aperture cards or sheets. The 
machine has a range of magnification 
ratios which can be changed manually. 
The unit also makes positive copie; 
of the microfilm in 8 seconds in sizes 


Equipment used in the microfilming 
of large material such as engineering 
drawings are Peerless Photo Products, 
Inec.’s Model D reduction camera 
(above) and The Haloid Co.’s XeroX 
Copyflo 24 Continuous Printer (be 
low) which “blows back” engineering 
drawings from microfilm frames 
usable size. 
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T'S THE CROSS BETWEEN |: 


today’s most 
efficient and economical 


Thousands of leading business and industrial firms 
are using the Venus Velvet Ball PEN -cil as their 
number one office writing tool! It improves writing 
eficiency and lowers costs . . . because it combines 
the best features of both a pencil and ball pen: 
‘wood barrel has light comfortable feel of a pencil 


check style desired here 


0 Regular...forallgeneral 
purpose writing. 
*Ink color 


0 Double-Duty—double 
ink supply doubles writ- 
ing mileage. 
eer er 
0 Super-Fine—for stenog- 
raphers, bookkeepers, 
extra fine writing. 
_ eer 
0 Liquid Velvet Lead 
PEN-cil—for Liquid 
Graphite pencil writing 
and erasability. 
0 Thermocopy—for clear, 
legible reproduction in 
office duplicating machines. 
*choose blue, black, red or 
green ink. 


velvet Pa 
ball PEN -cil® 
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VENUS VELVET «© ball PENecil Regular Nolo 
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writing tool for the office 


* no point to wear down or sharpen « finest ball 
mechanism + writes on any normal surface—even 
glossy photos + ink supply lasts longer + nothing to 
twist, turn + comes in 5 styles to cover every 
writing job. 29e—39c each. More economical by the 
dozen. Order from your stationer today. 


MAIL THIS FREE TRIAL COUPON TODAY 
Venus Pen & Pencil Corporation, Hoboken, N. J., Dept. OM-10 
Please send me a sample of the Venus Velvet ball PEN -cil 


at no obligation to me. 


Name 


please print 


Company Name 


Address. 


State. 


City. 


Stationer’s Name 
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Hammermill Ledger’s glare-free surface helps your bookkeepers 
work without fatigue—cuts eye-strain to a minimum. With 
Hammermill Ledger, bookkeepers can work faster—more easily 
—more accurately. 

And Hammermill Ledger now contains Neutracel®, the exclu- 
sive hardwood pulp developed by Hammermill. Neutracel blends 
with other fine pulps to form a smoother, more level surface. 
Ruling, writing and printing are crisper, cleaner. Hammermill 
Ledger folds more neatly, too. 

You can buy tough, durable Hammermill Ledger in standard 
“Ledger” finish for neat, readable pen and ink entries, or in 
“Posting” finish for machine entries. It comes in three out- 
standingly clean, low-gloss shades: white, buff and green tint. 
Posting finish items in buff only. 

If you find your bookkeepers making glaring errors, switch 
them to glare-free Hammermill Ledger. Write now, on your 
business letterhead, for a free sample book. Hammermill Paper 
Company, 147] East Lake Road, Erie 6, Pennsylvania. 


pMMERM g costs no 
LEDGER 


more 


—and actually less than many other watermarked ledger papers. 
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8” x 1044” or 844” x 11”. The m 
chine also features high speed many) 
frame selection, rotation of the pp 
jected image and film scanning. 
Ozalid Div., Micriline  Produg, 
Group, Div. of General Aniline & Filp 
Corp., Johnson City, N. Y. The Micr. 
record line includes 5 cameras of th 
planetary type, 10 readers, and a prin: 
er which unitizes microfilm. Th 
cameras use 16mm and 35mm film 
and have reduction ratios from 5:1 to 
35:1. Maximum size of documen; 
which can be copied are 3744” x 5214" 
The readers accept 16mm and 35mn 
film, magnify images on an opagu 
screen or the reverse of a ground glas 
screen from 6 times to 42 times ani 
produce prints from unitized microfilm, 
Price range: $1200 to $4300. 
Peerless Photo Products, Inc., Shor. 
ham, N. Y. The NeoFlow line of cam. 
eras consists of 3 flow type mode 
which copy documents up to 42’ 
wide with reduction ratios from 2: 
to 6:1. The cameras use either film or 
translucent projection speed paper. A 
NeoFlow Continuous Processor i 
available for developing the copies. 
Price range: $19,000 to $25,000. 
Photostat Corp., 1001 Jefferson Ri. 
Rochester 3, N. Y. The firm has offered 
the Microtronics, Statfile and Coton 
lines of cameras and readers. Current 
details were not available at press time. 
Recordak Corp., subsidiary of East 
man Kodak Co., 415 Madison Ave. 
New York 17. The extensive Recordak 
line includes 7 cameras, 8 film readers, 
and 3 combination cameras and read: 
ers. The line contains equipment using 
16mm and 35mm film. Available re 
duction ratios range from 8:1 to 40:1. 
Ratios are changed in the case of flow 
cameras by changing the lenses, and 
with planetary cameras by moving the 
film unit. Four flow-type cameras att 


Atlantic Microfilm Corp.’s 35mm 
reader-projector is used with indu* 
trial and medical X-ray microfilm. 
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R. A. JONES, Control- 
ler of Hobart Bros. | 


HOBART manufactures a 
full line of Arc Welders. 


“Our C@lalional System 
saves us ‘16,200 a year... 


returns 85% annually on our investment.” 


“We installed a National System to 
increase the efficiency of our ac- 
counting department,” writes R. A. 
Jones, Controller of Hobart Broth- 
ers. “We’re certainly pleased with 
the results. Our Nationals have 
made important time- and money- 
savings for us. 

“All phases of our accounting 
work have been simplified by our 
Nationals. The flexibility and effi- 
ciency of our National System are 
underscored by the ease with which 
our clerks may switch from one job 


to another. Payroll, labor distribu- 
tion, accounts payable and govern- 
ment reports are a few of the jobs 
which a single operator can handle 
on one machine. 

“Through increased record-keep- 
ing efficiency, our National System 
saves us more than $16,200 a year, 
returns 85% annually on our invest- 


ment.” 
pu 


Y 
Controller of Hobart Brothers 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 


1039 OFFICES IN 121 COUNTRIES @ HELPING BUSINESS SAVE MONEY 


OCTOBER 1958 
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NATIONAL simplifies Hobart Bros. Accounting Operation. 


Pil, SECO 38% ae 


—Hobart Brothers, Troy, Ohio 


Your business, too, can benefit from the 
increased operating economy made pos- 
sible by a National System. Nationals 
pay for themselves quickly through sav- 
ings, then continue to return a regular 
yearly profit. For complete informa- 
tion, call your nearby National repre- 
sentative today. He’s listed in the 
yellow pages of your phone Cina 
book. Bee 


*TRADE MARK REG. U.S. PAT. OFF. 


Bitonal’ 


ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS 
ncr PAPER (No Carson Reauirepd) 
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for 
X-RAY DEPARTMENTS 
ARCHITECTS 
HOSPITALS 
ADVERTISING DEPTS. 
MEDICAL CENTERS 
PHYSICIANS 


... for all large 
storage requirements 


Each drawer is equipped 

sonpomson dies, Clos lng H ha hed that 
suspension s. Liear : . 

space per drawer is 18 4W ow many times have you wish a 

r15Hx 270. you had the answer to BIG size filing cab- 


inet space? In fact, JUMBO size? 


Peerless JUMBO Filing Cabinets, and Peerless has 
been making them for over 28 years, especially fill the 
needs for filing of X-Ray film negatives by Hospitals, 
Medical Centers and Physicians. But that’s not the limit 
of uses for this “‘made to take punishment”’ file cabinet. 
Thousands are filling the needs of Advertising Depart- 
ments, Medical Centers, Architects, Designers—wherever 
extra large storage is a must requirement. 


Built to assure ease of operation, even when loaded to 
maximum capacity. Available in a wide range of colors. 


Remember, when it comes to JUMBO requirements 
for JUMBO storage, your nearby Peerless Franchise 
Dealer is a good man to know. 


‘ 


PEERLESS 


“STEEL EQUIPMENT CO. 


: -, Philadelphia 11, Pa. | 
Our 28th 4 6600 Hasbrook Ave., Philadelp a 


NEW YORK CHICAGO HOUSTON LOS ANGELES 
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offered, with a maximum acceptable 
copy width of 14”. Six planetary cam- 
eras are offered, with a maximum ac- 
ceptable copy size of 374%," x 524”, 
Cameras can copy, depending on the 
model, on full film width, on half 
width, and/or can simultaneously copy 
both sides of a document. With man- 
ual feed the normal rate of operation 
is from 25 to 50 items per minute. 
With automatic feed, speeds of 400 
to 500 a minute are possible. Features 
available are automatic feed, power 
drive, and safety features to insure 
smooth operation. The Reliant Micro- 
filmer also features Kodamatic Index- 
ing. Film readers use 16mm and 35mm 
film and offer magnification ratios of 
from 12:i to 4o:1. These may be 
changed depending upon the equip- 
ment by changing lenses or moving 
the screen. Some models throw the 
image onto the reverse of a translucent 
screen; others use an opaque screen. 
Facilities are provided for making 
prints, and readers using film indexed 
by the Kodmatic method have scales 
to read the codes of the indexing. Fea- 
tures offered include power drive and 
rotation of the projected image. Price 
range: cameras, $550 to $4300, or 
monthly rentals from $25 to $200; read- 
ers, $190 to $1050, or monthly rentals 
from $5 to $40. The company also han- 
dles the Filmsort line of aperture cards 
and jacket cards, readers, and mount- 
ing equipment for use in unitizing 
microfilm images. 

Remington Rand, Div. of Sperry 
Rand Corp., 315 Fourth Ave., New 
York 10. Remington Rand’s Film-a- 
Record line is extensive, containing 


Shown above is Documat’s Model F16 
flow type camera which has device 
that brings documents back to the 
operator in their original order. 
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IT BEGAN ONE DAY LAST YEAR. | WAS 
TALKING TO OUR METHODS MAN... 
WE PUT ON 2 MORE BILLING TYPISTS... 
AND STILL OUR BILLS ARE LATE! WHY? 


ALL THOSE ARE WASTED RE-WRITING OPERATIONS. OUR 
SALESMEN WRITE ORDERS. THEN WE TYPE THE SAME 
| THING OVER ON SHIPPING TICKETS, ACKNOWLEDGE-— 
| MENTS, BILLS, BACK ORDERS. THE SAME DATA! 


RIGHT AFTER THAT WE LookeD on] 
INTO THE OZALID SYSTEM. 
| MUST ADMIT | WAS SKEPTICAL 
AT FIRST, BUT THIS OZALID SYSTEM 
1S on WE CUT OUR GLERICAL 
OUR BILLS GO OUT 


THE SAME co - 


... AND WE'RE TURNING OUT & 
PAPER WORK FOR NINE DIFFER-@ 
ENT DEPARTMENTS FROM THE 
SALESMAN’S ORIGINAL. OZALID 
BEATS RE-TYPING ANY DAY. 
NO ERRORS. TOO! 


Lowest Cost Per Copy 
Ozalid Direct Copying ends wasteful “repeat writing’ in 
every department...makes dry, perfect copies in seconds. 
And a letter-size sheet of Ozalid paper costs you less than 
@ penny—lowest cost per copy of any copying process. 


OZALID*" 


DIRECT SYSTEMS 
OPy) 


A Division of General Aniline & Film Corporation 
Jn Canada: Hughes Owens Company, Ltd., Montreal 


“We’ve eliminated 2/3 
of our paper work 


... With our new 
Ozalid Order-Writing 
and Invoice System” 


I'M SURE YOU'LL BE ABLE TO 
HANDLE ALL THAT PAPER 
WORK IN JUST ONE WRITING 
WITH AN OZALID SYSTEM. 

LET ME EXPLAIN IT... 


meme §6iN FACT, PURCHASING’S 

INSTALLING THEIR OWN 

Be OZALID SYSTEM. THEY 
LIKE OURS SO MUCH! 


OO INGS STORY 
SEND COUPON FOR FULL SAVING® 


Ozalid, Dept. AA-10 
Johnson City, N. Y. 


Please send more information on Ozalid One-Writing 
systems for these departments: 


C] Purchasing TC] Order-Invoicing C] Accounting 
C] Receiving C] Production Control [] Engineering 


Name 


(PLEASE PRINT) 
Position 


Firm 


Address 


City State 


es ces cee ee ces oe oe > ee oe a a od 
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Browne-Morse Planning Service can help | 
you add value to every dollar you invest 


And when it comes to planning your office, large or small, 
Browne-Morse Planning Service helps you make 
the best use of present equipment and smoothly integrates 
new equipment with future plans. 


Browne-Morse dealers are specially trained to harmonize 
interior design and modern functional equipment to speed 
and simplify work-flow. 


With a Browne-Morse Plan you have an engineering and 
design team to help you map your office for utmost efficiency. 


And to assure prompt service, Browne-Morse and its 
authorized dealers maintain warehouses throughout the country. 


Write or wire collect — Browne- 
Browne-Morse Planning Service Morse Office Furniture Company, 
is free and without obligation. Muskegon, Michigan for the name 
of your nearest dealer. 


Anchitects of Efficiency for America’s Offices 


J. D. MARSHALL INTERNATIONAL 
EXPORT DEPT: 35 — WACKER DR., CHICAGO, ILL. 


MUSKEGON, MICHIGAN 


MANUFACTURERS OF STEEL OFFICE FURNITURE, ALUMINUM CHAIRS, FILING 
SUPPLIES, LABORATORY EQUIPMENT, HOSPITAL CASE WORK, FUME HOODS 
Use Readers’ Inquiry Coupon on Page 102 
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cameras, film readers, and readers for 
opaque prints. The equipment takes 
16mm and 35mm film. Cameras are 
of the flow type and planetary type. 
Reduction ratios offered range from 
12:1 to 42:1, and are easily inter- 
changed. Flow type cameras accept 
copy up to 15” in width. Planetary 
cameras have a maximum copy size 
of 364%” x 4714". Depending on the 
model, cameras can copy on full film 
width, and/or on half width, and some 
can also copy both sides of a document 
simultaneously. Both manual and auto- 
matic feed can be had. Feeder is of 
the friction type. Double-loading stop 
and other safety features, push button 
control form providing an automatic 
leader or film end, document stacker, 
and a Color-stat meter to check image 
density are some of the features avail- 
able. Film readers take 16mm _ and 
35mm film. Magnification ratios avail- 
able range from 15X to 43X and can 
be changed easily by changing lenses. 
Some readers throw the image onto 
the reverse of a translucent screen; 
others use an opaque screen. Available 
features for readers include 360 de- 
gree rotation of projected image, auto- 
matic variable speed control, and caster 
mounting form mobility. The company 
also handles the Filmsort line of aper- 
ture and jacket cards, mounting and 
reading equipment, and other items 
used in connection with unitizing 
micro-images. 

U. S. Microfilm Co., 868 Main St., 
Stamford, Conn. The company has of- 
fered a combination camera and reader. 
Current details were not available at 
press time. 

Visirecord, Inc., 54 Railroad Ave., 
Copiague, L. I., N. Y. Visirecord, 
manufacturer of “Vertical-visible” fil- 
ing systems and equipment provides. 
a system for accomplishing unitizing. 
services for micro-media, either micro- 
film or micro opaque images in the 
form of positive micro-prints. This. 
system is a card record system in which. 
the unitized media may be located: 
with great speed and control and in 
which the media are protected. This. 
system includes the filing of data pro- 
cessing cards which have apertures for 
microfilm. 


Next Month: 


Filing Equipment 
Office Safes 
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My costs are down...or are they? 


with Burroughs Accounting Machines, you know 


Are you plagued by accounting data that are often incomplete, 
inaccurate or in other ways inadequate? Then remember this: 


The facts of your business life come sharply, quickly and fully into 
focus when you have Burroughs Sensimatic Accounting Machines 
at work for you. 


Payroll accounting, receivables, payables, inventory—you name the 
application. Sensimatics can concentrate on one job or, at the flick of 
a knob, master many. They have the built-in extra speed, capacity 
and versatility to process your data automatically and produce on 
the double the figure-facts you need to understand, control and guide 
your business most effectively. 


See a demonstration at our nearby branch today. Or write to 
Burroughs Corporation, Burroughs Division, Detroit 32, Michigan. 
Burroughs and Sensimatic—TM’s 


Burroughs 


Burroughs Corporation 


“NEW DIMENSIONS / 


in electronics and data processing systems” 
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4 seconds” 


The “The 


-.-.-cOmpare copy methods; 
you’ll use this one! 


You’ll use this copy maker because here is the world’s cleanest, 
simplest way to copy. Only ‘“‘Thermo-Fax”’ Copying Machines give 
you an exclusive dry process copying method that is completely All- 
Electric. No chemicals. No liquids. You make copies in 4 fast seconds, 
for as little as 5¢ each. Try it in your own office on letters, orders, 
reports, or any forms you now must retype. You’ll see how the truly 
modern simplicity of dry process copying makes other methods old- 
fashioned. And you’ll see a brand-new way to save time and money. 
Call your dealer for your demonstration now. Or send coupon for full 
details and your free copy of our helpful business communications book. 


MINNESOTA MINING AND MANUFACTURING COMPANY 
where RESEARCH is the key to tomorrow 


enOOUCT o, 


> 


"esearch 


Thermo-fax 


SW copYING PRODUCTS 


eeerereeeeeeeee eee eee eeeeeeeeeeeeeeeeeeeeeeeeeeeee 


Minnesota Mining & Manufacturing Company 
Dept. KN-108, St. Paul 6, Minnesota 


Send my free copy of your new book, Better Business Communications, and full 
details on the THERMO-FAX “Secretary”? Copying Machine. 


Name 


Company 


Address 


City 
The terms “‘Thermo-Fax”’ and “Secretary” are trademarks of Minnesota Mining & Mfg. Co. 


Zone State 
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Automation— 


(From page 48) 


“In updating checking account rec- 
ords, information recorded in the form 
of punched holes in card checks—and 
later, magnetic ink printed characters 
on paper checks—is read and trans- 
lated into the dot-dash language (let- 
ters and numbers are coded in dots and 
dashes) and written on magnetic tape. 
The card reader and input converter 
performing this function — handle 
punched card checks at the rate of goo 
a minute. These data are then trans- 
ferred to the central computer at the 
rate of 60,000 digits per second, where 
they are processed at electronic speeds. 

“The computer makes the changes 
in the master record files and pro 
duces on tape the output information 
needed daily to prepare statements, 
trial balances, and other reports. 

“To translate this output to printed 
form, the tape is fed through an out- 
put converter which takes the elec- 
tronic language and converts it back 
to letters and numerals through a high 
speed printer. These units also auto- 
matically edit and arrange the informa- 
tion to fit any special forms while 
printing at the rate of goo lines a 
minute.” 


NCR demonstrates new system 


Early last month at its headquarters 
in Dayton, the National Cash Register 
Company showed new electronic 
equipment it has produced to sim- 
plify the “world’s biggest bookkeep- 
ing job”—the handling of checks. Ac- 
cording to NCR spokesmen, United 
States banks alone process more than 
ten billion checks each year. 

The new NCR system, which is 
based on magnetic numbers and sys- 
bols that can be read by both ma- 
chines, and the human eye, follows 
American Banking Association recom- 
mendations for a common language 
medium between banks, according to 
NCR spokesmen. It includes a ma- 
chine that sorts checks at the rate of 
7,500 an hour, which compares with an 
average rate of about 500 per hour 
under manual methods. 

Stanley C. Allyn, Chairman of the 
Board of National Cash, said that a 
typical medium-sized bank, if equipped 
with the new system, could handle its 
check bookkeeping job with about five 
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going to work in more offices 


A big favorite in offices everywhere— Venus Velvet Pencils with smoother “homogenized” lead write blacker, clearer, 
with no hard spots, no soft spots. And Venus Velvets are stronger, last longer for extra economy. Exclusive Pressure- 
Proofing clinches wood to lead, ends internal breaking. Remember: Venus makes over 2500 job-designed pencils including 
Venus Coloring Pencils and Venus Unique thin lead coloring pencils. Ask, too, about the complete line of fine Venus 
erasers. Write for the Venus Velvet Work-Saver Kit: Dept. OM-10 ©1958 Venus Pen & Pencil Corp., Hoboken, N. J. 


easier writing .. . longer writing 7 KY N U SVelvet Pencils 
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Oxford Pendaflex is 
the new concept in filing . . . 
eliminates two-handed struggling with 

old style slumping file folders and permits ; 
finger-tip control of all files. Office costs go way down because filing 
is so much faster with Pendaflex hanging, sliding folders. Every name 
tab is always visible, every folder opens with a finger flick, misfiling 
is almost impossible. ; 

With new Pendaflex systems providing important economies not 
found in conventional filing, your records department will automatic- 
ally become more efficient and less costly! You'll always get the papers 
you want, when you want them. ; : 

Fill out the coupon and mail it today for a helpful “do it yourself 
analysis of your filing troubles. 


Oxford Filing Supply Company, Inc. 
Garden City, N.Y. ° 


OXFORD FILING SUPPLY COMPANY, INC. 
| 1-10 Clinton Road, Garden City, N. Y. 


rd Please send free ‘File Analysis Sheet” and 
Lj or / Oxford Pendaflex Catalog. 
- sale Se NAME 
U FIRST 
oketen FIRM 
h IN FILING © STREET 


CITY. STATE 
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OXFORD PENDAFLEX: 


to six employees, where now 15 to 20 
are required. 

The check sorter, according to Mr. 
Allyn, will be priced in the $50,000- 
$60,000 range while a complete check 
automation system will cost between 
$150,000 and $200,000. He reported 
that the equipment has been designed 
so that small banks can install parts 
of the system, and then add remaining 
units as their needs increase. 

The check sorter, which was jointly 
developed by Pitney-Bowes, Inc. and 
NCR, and has an electronic reading 
mechanism supplied by General Elec. 
tric (See “Automation in the Office,” 
page 38, Office Management, August, 
1958), can handle checks of varying 
width, length and thickness simul- 
taneously, and can also process muti- 
lated checks. It operates by “reading” 
information printed on the check in 
magnetic ink. 

Magnetic character reading, accord- 
ing to National Cash Register, means 
that present conventional — business 
forms can be put directly into auto- 
matic processing routines. For instance, 
under the new National Cash system, 
every bank depositor is identified by 
an account number printed in mag- 
netic ink at the bottom of his checks. 
When a depositor’s check comes in, 
the bank’s bookkeeping department 
enters the amount of the check directly 
on the check in magnetic ink. From 
that point on, the check can be han- 
dled automatically, and all necessary 
individual account records can be up- 
dated automatically by machines that 
can “read” the magnetic characters, 
on the basic form, the check. 

The check sorter will be available 
for delivery early next year. Other 
parts of the system will be available 
in stages during the balance of 1959 
and 1960. 


IBM shows new processor 


The largest closed-circuit TV _net- 
work ever used by a private firm in- 
formed 5,000 International Business 
Machines personnel across the country 
last month that their company has 
added a new machine to its line of 
data processing equipment. 

While the salesmen watched screens 
in 80 cities, executives described the 
IBM 7070 electronic data processing 
system, a transistorized computer in 
the intermediate price field. 

The 7070 crystallizes recent develop- 
ments in solid state componentry to 
achieve increased flexibility, speed, ca- 
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ELECTRIC TYPEWRITER COMPARISON CHART 


SMITH- Brand Brand Brand Brand 
CORONA A B c D 


tem pgm YES NO NO YES NO 


one-step operation. 


SIGNAL LIGHT 
Positive visual indication YES NO NO NO NO 


if motor is ON or OFF. 


TOTAL TABULATOR CLEAR 
Clears all stops instantly YES NO NO NO NO 


without moving carriage. 


ERROR CONTROL 
Simplifies correction of errors YES NO NO NO NO 


and line justification. 


BOTTOM MARGIN INDICATOR 
Page Gage accurately YES NO NO YES NO 


indicates bottom margin. 


) A ae: aa ee 


no extra charge. 


KEYBOARD SLOPE 
Key top slanted to fit YES NO NO NO NO 


natural movements of fingers. 


See euner conn YES NO YES NO NO 


with no “scuffing” action. 


ee cn whenco® >. VES WO NO YES VES 


is raised to change ribbon. 


CUSHIONED TOUCH 
Eliminates jar to sensitive finger YES NO NO NO NO 


tips at end of each stroke. 


THE WORLD'S FASTEST 
ELECTRIC TYPEWRITER YES NO NO NO NO 


¥ 2. 


Before you buy, compare Smith-Corona 
with any other electric typewriter made! 


Feature for feature, point for point, compare the Smith- 
Corona with any other machine on the market today. You’ll 
see why the Smith-Corona is not just equal... but superior 
to every other brand! Before you buy an electric typewriter, 
call your nearest Smith-Corona representative, and have 
him demonstrate the many exclusive features that make 
the Smith-Corona today’s soundest typewriter investment! 


Smith-Corona Electric 
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pacity, and logical ability while sub- 
stantially decreasing the physical size 
according to IBM. It can be used for 
business or scientific data processing 
applications. 

By using transistors, installation and 
environmental control costs are cut by 
one-third yet the 7070's arithmetic 
speed is faster than other computers 
in the intermediate price field, IBM 
reports. An average addition is executed 
in less than a ten-thousandth of a sec- 
ond. Matching and balancing the arith- 
metic speed are high-speed units for 
feeding data into and out of the sys- 
tem. Valuable computer time is saved 
by overlapping machine operations; 
by using two tape channels, the 7070 


(To page 78) 


Supervision— 


(From page 31) 


each attribute you have listed. Then 
put your ratings aside for six months 
and try again without referring to your 
original ratings. If an employee has 
shown marked improvement let her 
know you have noticed. The rating 
procedure will help you notice gradual 
improvement of which you might 
otherwise be unaware. On the other 
hand you may detect unsatisfactory 
tendencies and be able to correct them 
before serious problems arise. Merit 
rating need not be tied to salary ad- 


BEFORE: 
105 metal cabinets 
plus 100 cardboard 
boxes... no extra 
room. 


NOW: 

Shelf filing increases 
capacity 71 percent, 
adds neatness and 
efficiency. 


hiile 


te 
71% 
MORE 
FILING 


SHELF FILING 
SYSTEMS 
solve space problems 


Buffalo General Hospital, in Buffalo, N. Y., found the answer to its fil- 
ing problems with a Wabash Shelf Filing System. Capacity is increased 
71% in the same floor area. Neatness is considerably improved. Fewer 
clerks need far less time to locate, withdraw and refile records. Shelf 
File anaes by Wabash is saving many companies thousands of 

dollars yearly. Get complete details. See your Wabash 


or Art Metal dealer or write us today. 


VALUABLE FILING SURVEYS AND PROPOSALS FOR YOU 
Ask your Wabash man for a complete indexing anal- 
ysis. Call him soon. 


WABASH FILING SUPPLIES, 
386 South Wabash Street 
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INC. 
Wabash, Indiana 


justments to-be useful to the super 
visor. 

Of course, not all of these programs 
need be attempted simultaneously, nor 
should they be. But one or two can 
be started and, if pursued with dili- 
gence, will bear fruit. Be determined 
to reserve time each week for the 
project of your choice and do not con- 
cern yourself about the eventual com- 
pletion date. The important thing is 
to make a start. As soon as one pro- 
gram has been completed, use the time 
you have now formed a habit of re- 
serving for a new project. After a few 
months you will be amazed at what 
has been accomplished. By utilizing a 
few minutes each week you can install 
merit rating, forms control and _pro- 
cedures manuals—tools of management 
borrowed from big business. 


Supervisors must take initiative 


The second step in good supervision 
lies in the proper use of day-to-day 
contacts with your employees. Don’t 
assume that the office is being super- 
vised merely because you are present 
and available. You must take the initia- 
tive in leadership and control. 

The basic method of control is daily 
task setting and follow-up. Make it a 
point to speak to each employee briefly 
during the early part of the day. Find 
out what he or she plans to accomplish 
during that day. Add to or rearrange 
work schedules to accomplish the 
whole task of the office. Then, check 
back at the end of day or the following 
morning to see if individual tasks 
have been completed. You will soon 
develop a “feel” for what constitutes 
an equitable day’s work, and your staff 
will, at the same time, become more 
efficient through disciplined effort. 

Keep your lines of communication 
open. Encourage “small talk” between 
yourself and your staff. Let them know 
you are interested in the details of 
their work and office environment. 
When problems arise they will then 
be more likely to bring them to you 
rather than indulging in secret griping 
sessions. Of course, you must act 
quickly and fairly when problems do 
arise, in order to maintain your com- 
munications advantage. . 

If you have more than three em- 
ployees try a monthly staff conference. 
Take a half hour or an hour to talk 
things over with your employees. Be 
prepared to lead these conferences at 
first. Discuss coming changes in the 
office and in other departments of the 
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Homelite’s “paperwork simplification” speeds chain saw parts to branches 


“An adequate stock of service parts at 62 branches and 
2500 dealers is a major Homelite policy”, says M. C. 2 
Fidao, Office Manager at Homelite, a division of Textron : => ag 
Inc., Port Chester, N. Y. “When we opened our new chain 
saw factory in Gastonia, N. C., we asked Standard Reg- 
ister to work with us to improve our branch requisition 
system. They helped us develop new forms and pro- 
cedures that met our goal of 24-hour shipment from 
two plants... with the same clerical staff as before 
...and with complete parts-inventory control.” 

PS* Teamwork pays off again! When your staff and 
our representative plan together, the result can be a 
solid accomplishment such as this. He is a specialist in 
the design, construction and application of business 
forms for the highest system efficiency—at your service 


{ 2 ) - but not on your payroll. 
) | iq () [J R SHIl VI [- NT IDEAS FOR YOU: Write Standard Register for complete 
- . = details of Homelite’s cost-cutting parts supply system. 


THE STANDARD REGISTER COMPANY, DAYTON 1, OHIO 
PACIFIC DIVISION, OAKLAND 6, CALIFORNIA 


Standard Register Sales and Service Offices in Principal Cities... Plants at Dayton; 


a eee Forms Oakland and Glendale, Calif.; York, Pa.; and Fayetteville, Ark. 


Paperwork Simplification ASSOCIATES: R. L. Crain Limited, Ottawa, Ontario, Canada * W. H. Smith & Son 


(Alacra) Ltd., London, England * Gemah Formas Continuas, Caracas, Venezuela 
¢Impresora Ariel, S. A., Havana, Cuba * Sten Dahlander, Stockholm, Sweden. 
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company. Enlist your employees’ aid 
in solving problems of the office. De- 
vote a short time at each meeting to 
complaints and suggestions. After the 
meetings have been in existence for 
a while and your employees are enter- 
ing the discussions, start devoting a 
small amount of time to problems of 
your own. Ask your staff to discuss 


such general problems as office ac- 
curacy, neatness, tardiness and so on. 
Be fair, avoid personalities and keep 
your meetings short. With patience, 
you can build your staff conferences 
into a powertul supervisory tool and a 
strong influence for better morale. 


The third aspect of good supervision 
is planning. Many supervisors allow 
problems which are clearly predictable 
to become crises. For example, it takes 
little thought to realize that some em- 
ployees will be absent at some time 
during the year. Vacations must be 
planned for, including that of the office 
manager. Resignations, too, are to be 
expected and should be planned for. 

Planning for good supervision starts 
with personnel selection. And personnel 
selection starts now—not when you re- 
ceive a resignation. Encourage employ- 
ment applications and interview likely 
candidates even though there is no 


“Imagine 
a portable, 


the NEW Thomas “Desk-Top” Collator 


Now for the first time a com- 
pletely electric collator that is 
priced within the reach of 
every office... actually half 
the price of anything on the 
market. Yet, this new Thomas 
has the capacity to handle 
82 x 11 sheets of most tissue, 
onionskin, one-time carbon, 
bond, mimeo and even ” 
cardboard. It’s portable, light 
weight and extremely simple 
to operate. A flip of the switch 
and the tiresome time-consuming 
task of gathering pages into 
sets becomes an efficient, effort- 
less job... that’s almost fun! 
Visit our booth at the 


National Business Show 


Mail coupon... or ask your 
own stationer or office equip- 
ment dealer to make arrange- 
ments for a free demonstration. 


We THOMAS COLLATORS INC, 


ei 


i] 

l 

Thomas Collators Inc. 1 
Dept.E 50 Church Street, New York, N.Y. 1 
[_] Sounds good . .. send literature! H 
(_] I'd also like a free demonstration. : 
NAME 1 
(please print) 1 

COMPANY : 
ADDRESS _ r 
1 

ary STATE : 
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immediate opening. When an ope, 
ing develops, you may be able to §j 
it with the girl you talked to last wee 
or last month. All too frequently medi 
ocre personnel are hired because th 
office manager is panicked by a resign, 
tion which must be replaced immed. 
iately. “The work must get out!” js th 
all too familiar cry preceding a poe 
personnel selection. In such a situation, 
if a good replacement is not immed. 
iately available, consider using tem. 
porary or part-time help while yo 
continue to interview. In the long rm 
this will be far better than making ; 
poor permanent hire. 


Will new employees fit into group! 


When making a personnel selection, 
consider the rest of your office force 
Will the girl you are considering {i 
in well with the others? Is she in th 
same general age group? If most ¢ 
your staff are married, will a singk 
girl be readily accepted? Try to buili 
and maintain a homogeneous grou 
who can work well together. Commo 
interests encourage on-the-job friend 
ships and cooperative effort develop 
naturally from a base of friendly fee! 
ing. 

Rotate your employees so that eat 
can perform several jobs within th 
office. This can also be a basis for pro 
motions and salary increases. Versatility 
can be developed through planning- 
don't wait for the crisis which wil 
force you to retrain a clerk on a nei 
job. 

Plan for the absence of each em 
ployee. Decide now what you will é 
if any particular employee reports sick 
Determine how the work load can 
redistributed for a two or three di 
absence. Make a separate plan for: 
week’s absence and for absences « 
curring at the end of a month whe! 
the work loads may be different. L’ 
your employees know of these plat 
and discuss them. Your staff may & 
able to improve them. And, knowin! 
the plan in advance, they will be les 
likely to object to your assignment 
If emergencies are planned for, tht’ 
are no longer emergencies. 

The same procedure applies to plat 
ning for employee vacations. And don’ 
forget to plan the work distribute 
for your own absences, vacation “ 
otherwise. Discuss your absence wit 
your staff well in advance, when pt 
sible. Leave someone in charge whi! 
you are gone. This is vital in  fixinj 
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Quick, easy — practical! Interchangeable carriages, in seven 
sizes—from 10” to 35”—means one Olympia can do the work of 
several machines. Just one of the big reasons why Olympia’s 
the world’s finest typewriter to do business with. 


You’ll find Olympia equipped with every worthwhile feature 
for easier, faster, finer typing. Precision-built for quiet, 
consistent, trouble-free performance...year after year. 


Put one to the test in your office—see what Olympia can do Write For A Free: Demonstration Trial Today! 


~before you decide on any other typewriter. * OLYMPIA Typewriter Diviston 

= Inter-Continental Trading Sa 

90 West Street, New York 6, New York M-4 
Gentlemen: 

—I’m interested in a free “on-the-job” demon- 
stration trial of your Olympia precision-built 
typewriter. 

— Please send me your free, fact-filled illus- 
trated brochure. 


for typing perfection 


ITES BEST OF ALL... 
BECAUSE IT’S BUILT BEST OF ALL 


NAME 
COMPANY. 


STREET. 
OLYMPIA DIVISION, INTER-CONTINENTAL TRADING CORPORATION, 90 WEST STREET, NEW YORK 6, N.Y. - ery, PTET ITITT ITT ZONE. vee STAT E- wee eeen eee 


OCTOBER 1958 


Nationwide sales and service— 
through authorized Olympia dealers. 
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Certify Columbia Ribbons and Carbons 


“We couldn’t even decipher our own ciphers, so blurred were 
balance sheet copies three and four,” said Asset to Debit. 

“‘No longer is ledgerdemain our liability—all credit to Debit,” 
cried Credit, “for switching our business machines to Columbia 
Ribbons and Carbons!’”’ 


oe 
RIBBONS AND CARBONS 
COLUMBIA RIBBON AND CARBON MFG. CO., INC., GLEN COVE, NEW YORK 
COLUMBIA RIBBON AND CARBON PACIFIC, INC., DUARTE, CALIFORNIA 
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Hauthority and responsibility and will 
prevent petty bickering. Let your sub- 
stitute know in detail what you expect 
the office to accomplish in your ab- 
sence. 

And remember always forethought 
is the hallmark of good management. 

Remember that good supervision is 
accomplished in the small office exactly 
as it is in the large office: by making 
time for regular and continuing analy- 
sis of your operation, by planning for 
daily contacts with your employees and 
maintaining communications, and by 
anticipating emergencies in order to 
avoid them. Make these three princi- 
ples work for you every day. You will 
find the pressures of your job dimin- 
ishing as your stature as a manager 


grows. 


/Reynolds— 


(From page 35) 


ithe floor of the lobby and the exterior 
iterraces, all of which are paved with 
Ibricks identical to those first used in 


Colonial Williamsburg. 
In addition to the lobby, the first 


floor of the building houses the per- 
' 
Fsonnel department, corporate officials 


- = 


offices, the executive dining room, and 
a large meeting room. 

Top management offices on the first 
floor feature motorized aluminum slid- 
ing doors, operated by push buttons, 
and cherry wood panels. Original 
works by such artists as Picasso and 
Le Corbusier adorn both private of- 
fices and other first floor areas. 


Flexibility is stressed 


Second and third floors of the build- 
ing, which house general and admin. 
istrative offices, are designed on a 5 
foot 2 inch module, to allow a high 
degree of flexibility. Movable alumi- 
num partitions make it possible to 
rearrange office space quickly and 
easily to meet changing departmental 
requirements. 

Even the ceilings employ aluminum. 
Honeycomb panels of the metal act as 
hung ceilings in the building to dif- 
fuse both light and conditioned air 
throughout the office areas. Music also 
is piped in through the hugh ceilings. 

Climate in all parts of the building 
is controlled from a central monitor 
panel, which can be used to adjust 
individual temperatures throughout the 
building, as well as to control opera- 


tion of steam and hot water boilers, 
chillers, and fans. 

Twin moving stairways serve to carry 
the building’s interfloor traffic, and cir- 
culation patterns on each floor are sim- 
plified because there are no interior 
columns in the office area; column 
spans of 62 feet keep interior space 
clear of obstructions. 

Although second and third floors 
form hollow squares around the interior 
court, the first floor area is L-shaped 
with open colonnades on two sides. 
The arrangement gives all workers an 
outside view, either on the perimeter 
of the building or toward the court. 

On top of the building are grouped 
special employee facilities such as a 
barber shop, beauty parlor, and a gym- 
nasium. The employee cafeteria, which 
with its accompanying sandwich bar, 
can accommodate 2,000 people each 
lunchtime, is located directly beneath 
the executive suite and terrace, and 
boasts an adjacent sun-terrace, made 
possible by the sloping terrain of the 
site. Other lower level facilities include 
a complete medical center, staffed by 
a full-time physician, nurse, and tech- 
nician; supply and duplicating rooms, 
air conditioning and heating equip- 


PRESENTS 
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ment; and the control center for this 
equipment. 

Perhaps as unusual as anything in 
the building is the astronomical clock 
which controls the movement of the 
louvers that protect the building from 
sun glare. Eight hundred and eighty 
louvers on the east and west side of 
the building are controlled by the 
clock, which accurately predicts the 
motion of the sun across the sky for 
each day throughout the year, and 
automatically positions the louvers 
throughout the day so that they admit 


light, but protect interior offices from 
direct sun rays. If the day is overcast, 
or even if the sun is obscured for a 
portion of the day, photo-electric cells 
take over, causing all louvers to be 
opened to their widest setting. 

The astronomical clock is capable 
of predicting sun movement accurately 
through the year 2100, and the total 
cost of the whole automatically con- 
trolled louver project, $270,000, is ex- 
pected to be recovered through savings 
on air conditioning costs within a 
period of several years. 


mailing costs going up? 


cut them down with DUPLIS NAP, 


A typist, a typewriter, and Dupli- 
snaps give you a complete address- 
ing department—at low cost. 


Duplisnaps are sheets of blank, 
perforated, gummed addressing la- 
bels interleaved with smudge-resist- 
ant carbon in easy-to-use “snap out” 


forms. 


Find out today how Duplisnaps can 
help cut your mailing costs. Sold at 
all leading stationers. 


® REG. T.M. — U.S. & CANADA 


EUREKA SPECIALTY PRINTING CO. 


Dept. 33 - Scranton, Pa. | 
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Forms— 


(From page 37) 


together. The first nine parts ay 
stapled as a unit and filed until ship 
ment notification is received. Th 
stapling is in a perforated corner ( 
the set so that when the parts are \ 
be separated they can be held at th 
stapled corner and a twist decollate 
the carbons, making the _ separated 
parts ready for use. 

The second set of three parts is als 
stapled as a unit. Notice that the for. 
mat of this form is identical to th 
work sheet, thereby permitting produ. 
tion of the 12-part form set simu: 
taneously with the transmission of th 
Order Production Data. The thre 
part set is separated, one part bein; 
sent to the customer as his acknow, 
edgment, the second part being sew 
to the Purchasing Department for us 
in ordering raw materials needed, and 
the final copy being routed to th 
Order Department. 


By-product plant papers produced 
While the above 12-part form i 
being prepared in Akron, a five-par 
form is produced simultaneously o 
a receiving teletypewriter in the desig: 
nated plant. See Figure 2 for this form 


This form is also stapled for faste’ 


decollation and distribution. Part : 
forms the Work Sheet and is used 
compute declared value when ship 
ment must be insured. It is then filed 
alphabetically by customer. Part 2 i 
the Factory Copy used by the plas’ 
manager. Part 3 is the Shipping Cop) 
which travels with Part 4, the Packing 
Sheet, to be used by the shippinj 
clerk. Part 5 is the Production She 
which is used originally by produ 
tion control for scheduling. It is the 
forwarded to the proper productio! 
unit for the actual production. Whe 
shipment of the order is made, 4 
shipping papers are then mailed to th 
Akron office. 

The shipping information and dati 
is posted to the Incomplete Order Fil 
and the customer’s order is charget 
out to the Invoicing Department fe 
completion. Here the 9-part Speedifi 
Invoice-Acknowledgment set is % 
moved from file, invoice number § 
assigned, prices are extended, totalle: 
and proofed. Parts 1 through 5 
mailed to the customer. Part 6 is ust 
by General Accounting to post At 
counts Receivable using a Burroughs 
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MEN! 


It used to play music... now it writes your letters! 


Auto-typist record ‘‘memuvy ” roll 
operates the typewriter 
to write personalized letters 
... by automation! 


Remember the player piano and 
how it played music as if by 
magic? It was the roll with its 
perforations that played the 
notes. Similarly, Auto-typist’s pa- 
per record “memory” roll... heart 
of the Auto-typist .. .“plays” the 
keys on the typewriter to write 
your letters . . . automatically and 


accurately! Auto-typist elimi- 
nates routine typing and dicta- 
tion, and is the answer to any vol- 
ume repetitive correspondence 
problem. 

Auto-typist can be used with 
any standard model typewriter, 
and one person can produce 100 
to 125 letters a day. . . 3 to 4 times 
normal manual typing output! 
And, it’s so simple... precom- 
posed numbered letters or para- 
graphs are perforated on the 
paper record memory roll, which 


Send coupon for full information, 

and get your free copy of the new booklet, 

“60 Best Business Letters” to help you with your 
correspondence. Covers all types of business. 


AMERICAN AUTOMATIC TYPEWRITER COMPANY + 2323 NORTH PULASKI ROAD + CHICAGO 39, ILLINOIS 


MANUFACTURERS OF AUTO-TYPIST, COPY-TYPIST AND CABLE-TYPIST 


OCTOBER 1958 
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will store up to 250 lines of copy. 
Letters or paragraphs are num- 
bered to correspond to push- 
buttons, then Auto-typist 
automatically picks them out and 
types them perfectly! Manual in- 
sertions can be made at any time. 
See how Auto-typist can save you 
money! 


eg Automatic Typewriter Co. 

ept. 

2323 N. Pulaski Road, Chicago 39, Illinois 
Gentiemen: 

Please send me full information about — and 
free booklet, ‘‘60 Best Business Letters.” 


Company and Title 


Address. 


City_ Zone... State 
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Series No. 1500 Bookkeeping Machine, 
then filed by invoice number. Part 7 
is sent to Research for filing by product 
classification. Part 8 is for sales statis- 
tical use; Part g is the Akron sales 
manager’s copy for marking customer’s 
sales record. The customer’s order, 
shipping papers, Work Sheet, Routing 
Slip are then marked “completed” 
and filed by order number in the Order 
Service Department. 

We found that the speedier trans- 
mission of orders by teletypewriters to 
our plants resulted in more efficient 
service to our customers. We found, 
too, that economies were effected by 
preparation of the 12-part Invoice- 
Acknowledgment set simultaneously 
with the 5-part Shipping Order as both 


were prepared in one writing, thus 
eliminating repetitive writings of data 
common to both records. The use of 
the prepunched signal in our tapes 
automatically selects the correct pro- 
ducing plant, this permitting us to 
transmit random orders. In all, our 
automation of our order handling 
system has given us a continuation of 
the service we have offered customers 
since the founding of our company. 


Automation— 
(From page 70) 


is able, while computing, to read or 
write magnetic tapes at the rate of up 


this 
ie versatile 
ae camera 
ae will do 

all this... 


=? % ot MAKE LINE AND HALFTONE NEGATIVES MAKE XEROGRAPHIC EXPOSURES — 

bey —up to 14” x 18”. Enlarges to 3X, adjustable xerographic head permits 

, t: reduces to 4 size with standard Goerz fast, easy exposures with uniform , : 
lens. Uses counters and micro dials gripper margins. Takes standard Jor xerographic exposures 
for precise focusing and sizing. 10” x 15” xerographic plate holder. } 


Exposure controlled by automatic 


reset timer. The Kenro “Vertical 18” Camera is 
compact, precise, easy to operate. 
MAKE ONE SHOT, RIGHT READING Standard model comes complete with 
PHOTOCOPIES—new Prismatic Head _Goerz lens, lights and film head, ready 
eliminates need for a negative inter- _for use inside or outside the darkroom. 
mediate. Gives black on white or Available through leading graphic 
white on black reproduction of type. arts and office equipment i 
3, 


drawings, layouts, photograp 


enlai up to 4X, reduced to % size. Write for literature and name of 
Makes screened type in one shot. nearest demonstrator dealer. 


KENRO GRAPHICS, INC. 25 commerce St... Dept. K-10. 


Ask your dealer to demonstrate the Kenro “‘vertical 18” 
camera—he can show you how to save money ! 


XEROGRAPHIC HEAD 


ealers. 


for one shot, right reading photocopies 


Chatham, N. J 


VISIT OUR BOOTH AT THE NATIONAL BUSINESS SHOW 
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to 125,000 characters per second. Also, 
it can handle simultaneously sever) 
new high-speed 400-card-a-minute read. 
ers and 250-card-a-minute punches, 

In order to increase its flexibility 
and permit in-line data processing, fou; 
files of 50 magnetic disks can be jn. 
cluded in the system, providing for 
the random access storage of 24-million 
digits, any one of which can be lo 
cated and altered in a split second, 
Coupled with this is an immediat 
access high-speed memory of 50,00 
to 100,000 digits held magnetically jin 
tiny ferrite cores. 

A comprehensive library of pro. 
grams is offered by the manufacturer 
as part of the system; IBM asserts tha 
this can reduce programming for con- 
ventional processing tasks by as much 
as go per cent. 


Typical of these programs is the 
Auto-Coder which is fed into the com. 
puter from punched cards where it acts 
as an editor, taking English and alge. 
braic notations and translating them to 
the machine’s own language. Locating 
the decimal points, usually a laborious 
task of programming, is an automatic 
function. 


Burroughs ships 205 to Africa 


Burroughs Corporation last month 
announced the first overseas shipment 
of its quarter-million-dollar 205 elec- 
tronic computing system. 

The 13-ton “brain,” packaged in 
four giant steel cases, left Los An- 
geles aboard the Dutch freighter La 
wak—bound for Capetown, South 
Africa. 

It will be installed by the South 
African National Life Assurance Com- 
pany (Sanlam), first such firm in 
South Africa to employ U. S.-style 
automation for insurance policy-han- 
dling. 

About 100 of the Burroughs 205 
data processing systems have been in- 
stalled in the U. S. and Canada. 

Sanlam will use the system’s high- 
IQ “superclerk” to reduce mountains 
of accounting paperwork generated by 
the company’s half-million policyhold- 
ers. The computer will be fed daily 
policy changes from punched cards, 
and automatically maintain master files 
on magnetic tape holding 40,000,000 
characters of information. 

A team of Sanlam programmers and 
technicians has already been trained 
by Burroughs engineers to operate the 
system. 
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“HIGH-MILEAGE” 


silk ribbon cuts your 
office costs 


REDUCING THE NUMBER of ribbons your 
typists use during one year adds up to a 
sizeable saving in your office expenses. 


That’s why it will pay you to look into 
the economy of using ROYTYPE Park 
Avenue Silk Ribbons . .. for conventional 
spool or new Royal TWIN-PAK. 


Actual tests show they last nearly three 
times as long as most cotton ribbons. The 
amount of wear you can expect from Park 
Avenue Silk Ribbons is 2,300,000 strokes. 


The reasons: greater strength of the 
fabric and the extra yardage, both of which 
assure a more gradual wear-down. 


And Park Avenue Silk Ribbons are so 
sheer, they let the type get closer to the 
paper. Typists get a sharper “‘write’’ and 
will appreciate the ease of making erasures. 


FREE Trial Sample! Why not try a Park PARK AVENUE SILK RIBBON 
Avenue Silk Ribbon in your office—now ? 
Mail coupon for free sample. eeeeeeeeoeoeooaoeeeeoeeoeeeeeeeeseeeseeseeeeeeeeeee 


Your ROYTYPE Representative will be 
happy to provide you with a Park Avenue 
Ribbon with the degree of inking that is 
best for your requirements. 


ROYTYPE, 
Royal McBee Corporation, Dept. AB 
Westchester Avenue, Port Chester, N. Y. 


® ome Title 
\ R 0) YTYP E . Company 
ribbons, carbon papers, quality 
supplies for all business machines Address 
Products of Royal McBee Corporation, 
world’s largest manufacturer of typewriters. City. Zone State. 
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THE DECISION as to when any 
given piece of equipment in an office 
is to be replaced is never an easy one 
to make. If we replace too soon we 
are throwing capital dollars of the 
firm out of the window, while if we 
wait too long we are losing efficiency, 
and, so hurting the firm’s profit pic- 
ture. 

Haphazard replacement of equip- 
ment or doing it by guesswork is never 
a good procedure. Every office equip- 
ment replacement program should 
have a definite plan of procedure, not 
only to protect the financial security 
of the firm, but also to make certain 
the proper step is being taken at any 
specific time. 

There are a number of very im- 
portant factors we should take into 
consideration in the process of making 


By Ernest W. Fair 


such a replacement decision. From a 
number of successful office executives, 
equipment engineers and other ex- 
perts, we've compiled the following 
list of factors which should be weighed 
whenever and wherever the office ex- 
ecutive decides a specific unit of equip- 
ment may need replacement. They are 
sure dollar savers and profit makers. 

Is the present equipment worn out? 
—Discarding present equipment far in 
advance of its actual decline is need- 
less waste. On the other hand any at- 
tempt to “squeeze out” a few more ad- 
ditional runs from an obviously worn 
out piece of equipment is seldom wise 
procedure. There is no greater waste 
of budget dollars in any office than an 
attempt to continue use of worn out 
equipment. 

Test runs in use of such units and 


Criteria for an effective and economical 


office machine replacement program 


comparison of the results with stan 
dard or with performance capabilities 
of the same unit six months or a year 
previously is one method of finding 
the answer. Another is to discuss this 
factor with the men or women who 
work with the particular machines day 
in and day out. 

It is also good procedure, when ar- 
riving at a decision as to whether or 
not such a unit needs replacement, to 
consider the high payroll cost involved 
in using such worn out equipment. At 
today’s wage levels the difference be- 
tween output on a good machine and 
on a poor one can soon repay the cost 

of a new unit. 

Is the machine obsolete?—As each 
month goes by in business competition 
becomes more strenuous. It will prob- 
ably be greater in the future than it is 


New! For 


NO. 800 JET TRIO, complete with 


1 No. 827 Jet Eraser, gray rubber core, for erasing ink and typewriting. 
1 No. 838 Ball Point Jet Eraser, green rubber core, for erasing writing 


in ball point ink and lead, and India Ink. 


Here’s the brand new, JET TRIO, as original and useful a gift as you 


can imagine for home and office use. The complete set for all erasing— 
in attractive, transparent plastic desk & carrying case. Weldon Roberts 
World’s Quality Standard eraser textures. 


COMPLETE SET IN ATTRACTIVE, 
TRANSPARENT-PLASTIC CASE. 


1 No. 825 Jet Eraser, red rubber core, for pencil erasing and cleaning. 


One refill in each of the three textures included. ¢ 


Handy cylindrical eraser in transparent plastic holder with pocket clip. 
Holder tip unscrews so eraser may be moved outward. 
Not a mechanical gadget. Nothing to get out of order! 


ONE OF THREE! 


This No. 838 Ball Point Jet Eraser is 
one of the three numbers contained in 
the JET TRIO Case, along with match- 
ing refill. The Jet Erasers described here 


ORDER FROM YOUR STATIONER TODAY! 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 
Worlds Foremost Eraser Specialists 


are also available singly (as well as 
dozen and gross lots) along with re- 
fills, from your stationer. 
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You’re safe from costly keyboard errors with Marchant’s exclusive check dial* 


* This keyboard 
entry check dial is 

provided only 
on the Marchant, 
among all 


Whether the problem is addition, subtraction, multiplication or 
division, touching just one wrong key in the keyboard can lead to 
a wrong answer. That is why, on other types of calculators, the 
keyboard is a danger zone that constantly threatens figurework 
accuracy. Getting wrong answers increases figurework costs. . . 
and wrong answers themselves can be costly! 

But with the Marchant calculator it’s different. On a Marchant, 
the keyboard zone is a safety zone! Only on a Marchant* do you 
get straight-line, keyboard-dial proof of accuracy. You can see 
every entry at a glance. Marchant’s immediate, visible proof of 
right entries means you can be confident of right answers! 

Ask the local Marchant Man to show you how this accuracy 
insurance can save you from expensive errors, cut your figurework 
costs, and boost figurework output. Or, send the coupon for full 
information. 


MARCHANT CALCULATORS 


Division of SMITH-CORONA MARCHANT INC. 
OAKLAND 8, CALIFORNIA 


NO NEED TO WAIT FOR YOUR 
NEW MARCHANT CALCULATORS— 
THEY'RE EASY TO OWN OR LEASE 


With a Marchant “Pay As You Save” plan, you can 
have your new Marchants now ... and spread your 
cash outlay over 6, 12 or 18 months. Or, ask about 
Marchant’s two lease plans that let you keep your cash 
reserves for timely uses while making low monthly 
Payments. 


Modern Management Counts on Marchant 
OCTOBER 1958 


MARCHANT CALCULATORS, OAKLAND 8, CALIFORNIA 

Please send us more information on: 

( How the accuracy and ease of Marchant calculators can cut our 
figurework costs and lighten our figuring burden. 

() Marchant’s “Pay As You Save” Plans (6, 12 and 18 months). 


oO — Lease Plans (perpetual lease or lease with option 
o buy). 


E-10 
NAME . 


PLEASE ATTACH COUPON TO YOUR BUSINESS LETTERHEAD 
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today. The firm with modern and up- 
to-date equipment that is capable of 
doing the work as quickly and as ef- 
ficiently as possible will be the one 
doing the business. 

In many instances advances in office 
equipment have made it possible not 
only to produce more work in less 
time but also to do work never before 
possible. No office will be able to 
survive competition in the future at- 
tempting to buck such trends with old 
and obsolete equipment. 

Is it inadequate?—This factor em- 
braces a number of specific points 
which should be closely scrutinized. 
These cover the capability or incapa- 
bility of the particular piece of equip- 
ment insofar as these points are con- 
cerned: (a) Range or amount of work 
that can be done. (b) Speed of opera- 
tion. As wages go higher production 
per hour becomes more and more im- 
portant. (c) Accuracy or degree of 
fineness of work—we can no longer 
do business on a “get by” basis if we 
hope to survive in the future. (d) Rate 
of output—equipment is like a human 
being, i. e., the older it gets the more 
it slows down. In neither machines nor 


humans is this readily apparent in any 
short span—but it does happen over 
the years, Only by closely checking can 
we determine just how much a ma- 
chine has actually slowed down. 

Does it fit in with other new ma- 
chines?—Complete office equipment 
replacement is a rarity. The usual 
procedure is replacement of one or two 
units at a time so that complete re- 
placement of any one group of ma- 
chines takes place over a considerable 
period. 


Slow machine may hamper others 


This means that units of equipment 
in the average office have varying ages 
and varying degrees of efficiency. In 
many an instance this may be the most 
important factor we have to consider in 
deciding whether or not to replace a 
specific machine—have other replace- 
ments made it so inefficient that it is 
actually holding back the productive 
ability of these other newer machines? 

Can its work be done better by some 
new invention?—With some particular 
types of older office machines new in- 
ventions have taken over their func- 
tion so that replacement by an entirely 


different unit would be wise. In some 
instances the value of these new in- 
ventions to our individual office is so 
great it may pay to scrap this older 
machine entirely. 

Does it lack worthwhile new fea. 
tures?—In many instances the lack of 
certain such features may be justifiable 
cause for an immediate replacement of 
a unit. This includes such things as 
the lack of controls, special attach- 
ments and other features found on 
newer units similar to the one under 
consideration. 

Will a new machine do other work? 
—Another point that may merit con- 
siderable study is whether or not a 
new machine can not only perform 
the work being done now by the one 
under consideration but also other 
kinds of work which the present ma- 
chine cannot handle. If the answer is 
a very definite “Yes” replacement may 
be in order even though the useful life & 
of the present piece of equipment is 
far from expended. 

Can the new machine replace hand 
operations?—There is no longer any 
such thing as low cost office labor. The 
old days when it was cheaper to per- 


DIPLOMAT 
$3.95 


as INDIVIDUAL as 


your SIGNATURE... . 


THE DIPLOMAT Changepoint’s new and distinctive pen | 


set for individual use and office standardization. 
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in chrome or gold alumalite ball pen or fountain pen. 


TELEPHONE DI 
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IT'S NEW 


Available 


551 SOUTH 
OALAHOMA 
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Teletype saves man-hours 


. . or girl-hours, as the case may be. Both are 
too valuable to spend on duplicated effort. 


Save Your Time. In business and industry, every- 
where, Teletype machines are the center of more effi- 
cient communication plans. You can tie in as many or 
few of your offices as desired, give them all multiple 
copies—simultaneously. You can tie in several depart- 
ments of the main office—accounting, production 
planning, invoicing, order processing, shipping and 
receiving. All can get the information they need at 
once ... on a roll of page printer paper or marginally 
punched business forms. 


Save Clerical Time. A single typing can deliver 


multiple copies at destination (or any number of re- 
ceiving points), and at the same time provide copies 
at the point of origin for routing, checking, filing— 
all with no duplicated effort. A big plus—the single 
typing reduces possibility of error, inherent in copying 
and recopying. 

OCTOBER 1958 


Teletype Model 28 is Years Ahead. The new Tele- 
type Model 28 machine is designed to “‘cruise’’ at 100 
words per minute speed. It is attractively styled and 
quiet in operation. 

Inside is a versatile Stunt Box which serves as a 
“robot brain’. Responding to keyboard or line sig- 
nals, the stunt box may be used to control associated 
remote apparatus. It can actually expand the ma- 
chine’s uses for non-typing tasks of every description. 

For a free booklet on the Model 28, write to 
Teletype Corporation, Dept. 31 K, 4100 Fullerton 
Ave., Chicago 39, Illinois. 


TELETYPE 


CORPORATION 


sussioiary of Western Electric Company Inc. 
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form certain time-consuming opera- 
tions in the office by hand rather than 
by machine are gone or going fast in 
every phase of work. There is virtually 
no chance whatever of this changing 
in the future (in fact labor costs are 
apt to continue to rise) so wherever 
this possibility is present a new equip- 
ment purchase may be defiinitely in 
order. 

Does the new machine have special 
advantages?—Each of these should be 
given most careful consideration as 
they affect costs in our office (and 
profits, of course). Some items which 
might be taken into account: (1) 
Ease of set-up for work. (2) Con- 
venience of operation. (3) Reduced 


cost for supplies needed. (4) Reliability 
in performance. 

Is the cost of keeping present equip- 
ment in repair too high?—If we keep 
good accounting records we can readily 
determine when such maintenance and 
repair costs are becoming too high to 
justify further use of a particular piece 
of equipment. If maintenance costs 
seem high then the chances are that 
we may well be wasting profit dollars 
through retention of present equipment 
beyond the time when it should be 
replaced. This is always a most im- 
portant factor in determining whether 
or not a particular unit of office equip- 
ment should be replaced. 

Will “spoiled work” be reduced by 


Of course! Many companies have been doing it 
for years, using The Traveletter® System. Shock- 
ing, isn’t it? Crazy idea! Maybe, so — to old- 
fashioned management — but modern manage- 
ment has found out differently. 


The Traveletter System is an established system 
that has provided sound control of travel ex- 
penses for 62 years for many of America’s 
largest companies . . . who recognize the ad- 
vantages of The Traveletter System over ordinary 


“Traveletter’ Reg. U.S. Pat. Off. 


Descriptive Brochure on Request 


TRAVELETTER CORPORATION 


WHAT... 


_ let a salesman write 
__ his own expense checks? 


home office methods of handling travel expenses. 


Besides controlling expenses here’s what The 

Traveletter System does: 

1. Materially reduces the cost of reimbursement 
procedure. 

2. Eliminates cash advances. 

3. Simplifies banking procedures. 

4. Aids Sales Department in processing expense 
reports. 


Assists traveler in authenticating expenses as re- 
quired by the LR'S. tax ruling. 


¥ 


Traveletter’ 


‘The Modern System for handling 
Sales Expenses . . . Since 1894 


‘ 


GREENWICH6:, CONNECTICUT 
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machine replacement?—Here is a fre- 
quently overlooked factor. Old, worn 
and tired machines always have a ten- 
dency to increase costs of use through 
ruined or spoiled work. 

Will faster rate of production be 
worthwhile?—Where the office has a 
good volume of work on long runs this 
is always worth weighing in balance. 
Almost without exception newer equip- 
ment gives a faster rate of production 
than older equipment. Where the bulk 
of work does not justify this factor it 
is of course of less importance than in 
a highly competitive situation where 
rapid work output is important. 

Can two or more existing machines 
be replaced by one new one? In some 
instances (particularly where equip- 
ment may be exceptionally old) this 
is also an important factor. It pays to 
make a close study of the machine 
capabilities to determine whether or 
not one new unit has such a large 
capacity that it can replace several 
older units. 


How are maintenance costs?—In 
many instances maintenance costs on 
new equipment, through improved ma- 
chine design, are so low that the diff- 
erence between them and those we 
are now expending on the old equip- 
ment—even if these do not seem ex- 
orbitant—can actually pay for the re- 
placement costs. Usually manufacturers 
have reliable data on this point; if we 
are skeptical it will pay us to check 
with some other firm, for their main- 
tenance experience with the equipment 
we have under consideration. 

What about floor space?—In these 
days floor space is becoming more and 
more important as rent figures ge 
higher and higher. Usually new equip- 
ment has been designed to occupy far 
less space than comparable older units. 
This may mean we can obtain addi- 
tional space for other equipment we 
need and for which there is no room 
available at present. This factor alone 
may justify immediate replacement of 
the old unit. 

Are funds available?—Often the fi- 
nancial angle of a new equipment pur- 
chase may be most important. If funds 
are available then it is not a problem. 
However, if we must finance the pur- 
chase then this additional cost should 
be considered. If the purchase could 
cause financial risk this factor should 
also be one given much thought. Us- 
ually the conditions will have to be 
extreme for the advantages to be ob- 
tained through purchase of. the new 


OFFICE MANAGEMENT 


ae cate 6 _ a a. are. ny SS ee Sf a, ies) _ ; — oo ve) a = d = 
; Spe 
es Sr 
gah ky 
ae 
: ‘Re 
were. 
‘. 
: ; : 
f 3 
. 4 
Ria 
{5 
ee 
ar 
oy 
‘Pe 
ye me Li 
’ toa al i 
ee 
‘ ae LS AL TRA eS <A REN R SNR  n 
aa 
1 eee 
ae 2 3 : 
2S : 
i 
te , 
ae . : 
go te . + oo | 
2 \ ee 
es \ \ wk | 
Me i ‘ f satin, } 
- . ~ 
: x, as we a ies 
ae. at . / A a ‘ wa, ' 
ii 4 / ‘ ous ‘, | 
sy aaa f f\\ 4 ; Sf » 
i ieee i( ; / A / , é\ f 
ae rs ‘ ~~ \ , i ; 7 / 
- JSy) | | 
eA ; pet ™. ‘ 4 i f 
ne , ge “" « ; fy 
ak Mend —— 4 
| a. \ . . \ Plt ~~ as eg 
ee ee 
pk x | 
me x | 
- ¥ | 
3 ett? a | 
Ph eta 
eee oy 
A 
ae 4 
3 ¥ ks x : 
oe ee 
re es: | 
| co 2 
a. ee 
et er: = " ‘ BV o r ; ss 
Ln Site oe ae a e. . an ee a ie ve Re a “Me Yt “SR A 


MINNEAPOLIS 


FIRST NATIONAL BANK 


—_ 
of 
we evcat® 


ASSETS PURCHASED OR RECEIVED 


SECURITY NATIONAL BANK SAVINGS AND TRUST CO 
ST. LOU:S. MISSOURI 


TRUST OEPT. 


Ticxet NO. 


MULTIPLE COPIES 
WITHOUT CARBON 


It’s done with NCR PAPER!...up to eight legible copies 


Your business forms can now be produced 
in multiple copies without the use of carbon 
paper or even carbonization. Yes, thanks to 
the research laboratories of The National 
Cash Register Company, an amazing paper 
has been perfected that makes perfect copies 
of requisitions, invoices, sales slips or any 
of hundreds of business applications where 
clear, clean copies are required. 

Up to five legible copies can be made on 
NCR Paper with a standard typewriter, 


ANOTHER PRODUCT OF 


THE NATIONAL CASH REGISTER COMPANY, pvayton 9, Onio 


ball-point pen or pencil and eight or more 
with a business machine or electric type- 
writer. Because it requires no carbon in- 
serts, NCR Paper is a great time-saver and 
smudging of copies and fingers is eliminated. 

It’s so simple to use too. Just put together 
several forms that have been printed on 
NCR Paper—insert them in a business ma- 
chine or typewriter and the copies come out 
clear, clean and easy to read. 


1039 OFFICES IN 121 COUNTRIES ® HELPING BUSINESS SAVE MONEY 


OCTOBER 1958 
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Your forms can be printed on NCR Paper 
by your present forms supplier. The cost 
is much lower than you think and you'll 
be pleased by the way NCR Paper pro- 
duces clearer, cleaner copies. Phone your 


supplier today and ask about 
getting your forms printed on ig) 
*TRADE MARK REG. U.S. PAT. OFF. | 


NCR Paper. 
. . 4 


NCR PAPER AND SUPPLIES - 
ACCOUNTING MACHINES 
ADDING MACHINES + CASH 


& 
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equipment to offset in great measure 
any such financial risk. 

Each of the foregoing factors is im- 
portant to consider when any unit of 
equipment in the office is to be re- 
placed. Overlooking even one may 
bring about an unwise decision on 
our part. Old and worn equipment 
always increases cost of production 
on any type of work. When these in- 
creases rise to too sharp a peak, failure 
to make equipment replacements can 
often jeopardize the profit picture of 
the business. 


WOFI— 
(From page 46) 


There remained one _possibility— 
investigating older office space to see 
if quarters that met the Institute’s 
specifications could be found. 

Personnel soon found there were 
two kinds of older office space avail- 
able—space that was in fairly good 
condition, but rented at $4 to $4.50 a 
square foot, and space that was cheap 
enough—$z a square foot—but seemed 
certain to drive the entire staff to mass 
resignation. The Institute’s officers even 


found a generic term for the economi- 


cal space offered—the “haunted house” 
division. 


Two objectives set 


But space is space, and the Institute 
felt that proper modernization might 
make even the most discouraging site 
livable. So the organization narrowed 
its considerations down to two major 
objectives—enough room for its ac- 
tivities, and a central location. With 
these as its prime criteria, it finally 
found space that was central, that was 
adequate in area, and that was old 
enough to rent at the very desirable 
figure of $2.68 per square foot. 

That, in the original state of the 
space selected, was its most desirable 
feature. According to the first analysis 
of designer Hugh Pettibone: “eleven 
foot ceilings don’t help much, of 
course, nor old-fashioned radiators, 
obsolescent lighting, these unattractive 
windows badly spaced, inefficient ar- 
rangement of offices, anachronistic 
layout, general and total unattractive- 
ness.” 

There were two solutions possible: 
to eliminate the most unsightly features 
of the office space, on a piecemeal 


basis, or to revamp the offices com- 
pletely, clearing the floor area, and 
building the new offices almost from 
scratch. 

The second solution promised the 
best results in the long run, and seemed 
economically feasible, since total costs 
could be amortized over a period of 
time. A complete contract price was 
negotiated, and the resulting figure 
showed that rent plus conversion costs, 
if amortized over a five year period, 
would work out to $3.65 per square 
foot—a figure well within the Insti- 
tute’s budget. 

And so the Institute committed it- 
self—in the fervent hope that complete 
reconditioning would really work the 
hoped for transformation in the quar- 
ters rented, and would not simply 
serve to make the offices adequate and 
livable. The old walls were torn out, 
partitions removed, doors blocked off. 
The old radiators disappeared and 
baseboard heating took their place. 
New partitions were put up, tile and 
carpets covered the old floor, grass 
cloth and shiki silk the walls. Seven 
separate offices were created in the 
recently cleared space, and the old high 
ceilings were disguised by hung ceil- 


Economical price, handsome appearance and 
practical usefulness have established the H-O-N 
bookcase as a good school equipment value. 
Twelve different models in a choice of colors, 
and modular construction permit considerable 
flexibility in arrangement. Doors operate with 
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our literature on the complete 
H-O-N _ bookcase 
matching duplicator cabinet is 
also available. May we show 
you more on these items? 


line. A 


2. All 


; Ne ‘ 
“alin cl sy 


ATTRACTIVE BOOKCASES 
FOR CLASSROOMS, LIBRARIES AND EXECUTIVE OFFICES 


ease on quiet nylon rollers. You are welcome to 
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to a desk! 
small investment—BIG RETURN 


BOSTON CHAMPION 
PORTABLE PENCIL SHARPENER 
4 DECORATIVE COLORS 
green-blue-sandtone-gray 
® less time wasted 
® better efficiency 


e less than 1c a day for one year 
with long life ahead 


Send for free comprehensive report on sharp- 


eners, Booklet k, 
BOSTON 


C. HOWARD 
PENCIL SHARPENERS 


HUNT 


PEN CO., Camden 1, N.J. 


THE 
HANGING FOLDER 
WITH 
ADJUSTABLE 
METAL TAB 


Guide O.fobter 


*T. M. Reg. 


Your “filing and finding” problems disappear when 
you use Guide-O-folders in your active files. Not 
only do you save both time and money but you 
remove the drudgery from the filing department 
and make it a pleasant place to work. 


You will appreciate the speed and accuracy with 
which your records are filed and kept instantly 
available for reference. Your clerks will appreciate 
the ease and accuracy because all the tugging and 
pulling of ordinary folders is elimnated. Guide-O- 
folders just glide back and forth on their steel 
frames with finger tip ease. 


Ask your local stationer or office equipment dealer 


to show you how Guide-O-folders will solve your 
filing and finding problems. 


GUIDE SYSTEM & SUPPLY CO. 
335 Canal Street New York 13, N. Y. 


NOW...in duplicating... 
THE BEST COSTS THE LEAST 


NEW Model 76A 


PUSH-BUTTON ELECTRIC SPIRIT DUPLICATOR 


wt Improved Features 


1493 Authorized Dealers across the U. S. A. and 
Canada offer these amazing new Conqueror Dupli- 
cators . . . now better than ever with these important 
operating improvements, the result of Heyer’s 55 
years of duplicator know-how: 


... direct drive—greater 
accuracy, top visibility, 


Advanced design elimi- 
nates side rubbers and 


tricky adjustments. easy to re-set. 


assures non-skip feeding— 
thin papers to post cards. 


grip paper at outer edges, 
give positive performance. 


Many other outstanding features such as Copy 
Positioner Control, Nylon Gears, Visible Fluid Sup- 
ply, Fluid Control (no pumps), and Automatic 
Start-Stop on electric Conquerors offer a combina- 
tion that’s unmatched. Don’t confuse them with 
photocopy machines—Conqueror Duplicators print 
110 clear, sharp copies per minute... in 1 to 5 colors 
at once... of anything typed, drawn or written on a 
spirit master ... at a fraction of a cent per copy! 


Model 76 —Hand Operated with all 


* 
features except electric drive........ $214 sO 


Model 76A-Electric, Automatic 


. 
Start-Stop (illustrated)............ $2 9393 So 


Model 76B-Automatic Electric with 11” 


. 
and 14” cylinder stop selector..... $324 so 


* Plus F.E.T. Prices slightly higher in Canada 


The HEYER Corporation, 1822S. Kostner Ave., Chicago 23, Ill. 
Without obligation, please: 
O Send Free Brochure on Heyer Mark III Conqueror Duplicators 
O Arrange Free Demonstration 


NAME 


COMPANY. 


ADDRESS. 


_——————————— 


CITY. ZONE STATE. 
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Why in the world 
should you accept 


~ FREE 


TRIAL 
OFFER? 


Because office staplers are a necessary 
and vital part of the work flow of prac- 
tically every business enterprise. 


And when you find one that’s handier, 
quieter and more trouble-free, like 
Neva-Clog, you’ve made a really worth- 
while discovery, especially when it’s 


One that executives like. 
because it’s flat and fits nicely 
into a shallow desk drawer— 
and serves far better than old- 
fashioned pins or clips. 


One that secretaries love 
| because it’s so svelte, works so 
quietly —“‘It just clicks” —and 
7) because it nestles conveniently 
but out of sight in the type- 


writer well. 


One that file clerks prefer 
because it works right at the 
file—with no solid surface re- 
quired to bang on as with 
desk-type staplers. 


And one that salesmen 

go for in a big way 

because it rides so easily in a 
brief case and helps so much 
to keep papers in proper order. 


> 
That’s Why! 
And you decide, after a 10-day fair trial 


that costs you not one cent whether or 
not it’s all we claim. You be the judge. 


ASK YOUR SUPPLIER. If your commer- 
cial stationer is a Neva-Clog dealer— 
and most are—he can arrange this free 
trial for you direct from the factory. 
How can you lose? 


fea0t wane 


NEVA-CLOG 


PRODUCTS, INC. 


Bridgeport 1, Conn. 


©. H. DAVISON & CO. Pacific Coast Rep., 609 
Mission St., San Francisco, Calif. 

JIM W. COOPER, JR. CO., Southern Rep., P. O. 
Box 2152, Atlanta, Ga. 
CANADIAN STAPLES LTD., Montreal, Toronto, 

Winnipeg, Vancouver. 


ings in some rooms, panelling and low- 
er than ceiling height paint lines in 
others. And finally the  Institute’s 
newly ordered wood office furniture 
was moved in. 

The results, as can be seen in the 
pictures that are shown on page 46, 
were all that any office planner could 
ask. The Institute had achieved each 
of its goals—adequate space, a central 
location, and a low rental figure—and 
in the process of remaking old space, 
had gained an additional benefit—the 
advantages of custom designed office 
space. 

Basically office space is exactly that 
—space. An old building encloses that 
space with walls, floor and ceiling just 
as the newest skyscraper does. And 
within any office building, provided 
its construction is sound, an individual 
office’s quarters can, through moderni- 
zation, be designed to the precise 
standards desired by the tenant. Hung 
ceilings, new floor and wall coverings, 
the replacement of interior masonry 
walls with movable partitions, can 
make an office in a building fifty years 
old the equal in appearance of offices 
in the most expensive new rental prop- 
erty. Proper design and coordination 
of underfloor power ducts, overhead 
lighting fixtures, and air conditioning 
facilities, can give the reconditioned 
space every mechanical facility boasted 
by the newest of offices. 

And, since the company, moving 
into older office space and planning 
to modernize it, must be prepared to 
start from the very beginning, to elim- 
inate existing fixtures and elements of 
the space, and literally redesign the en- 
tire interior of the space rented, it can 
in the process, achieve the very best 
possible layout for its needs and pur- 
poses, all at a total cost that can be, 
when figured as part of the rental 
figure over a five or ten year period, 
considerably lower than rental costs 
would be in a new building. 


Computer coding 


(From page 29) 


viously, it could never possibly adjust 
production schedules this quickly un- 
less it were processing the disburse- 
ment figures on a computer. 

It is perfectly true, that if there were 
several hundred products in inventory, 
it might be uneconomical, if not im- 
possible, to switch production sched- 


Use Readers’ Inquiry Coupon on Page 102 


ules every week; the economics of fac. 
tory production would dictate batching 
production of each item, and schedules 
changes would have to be based on q 
longer time period. This would prob. 
ably also mean that inventory level 
would have to be kept higher at both 
the outlet and the central inventon 
point. But they would not have to be 
kept at such a high level as they would 
in a company which, lacking a com 
puter, had to rely on conventional re 
cording methods to keep its inven 
tories within a predetermined range. 

Moreover, even if production sched. 
ules could not be changed every week, 
they could be made out on a flexibk 
basis, in which the factory, in effec 
would become directly responsive to 
current sales, and would serve as the 
basis of a constant inventory level. And 
schedules could be refined right down 
to the point where they became effec- 
tive so that if a particular item had 
been selling very heavily when the 
schedule was first prepared by the com 
puter, and had then fallen off in sales, 
the original production quantity speci 
fied could be adjusted downward. 

In effect the computer, in this in- 
stance, would be a clearing house fo: 
information, and would also, accordin; 


KILL OFFICE 
MACHINE NOISt 


with acoustical cabinets by 
mere ( OUS TINE! 


Gates Acoustinets have been scientt- 
fically designed to HUSH OFFICE 
MACHINE NOISE satisfying to al 
concerned, in a manner that NO 
OTHER ACOUSTICAL TREAT 
MENT CAN ACCOMPLISH. Theit 
maneuverability permits office 
machines.to be moved to any office 
location. Treat yourself to a com 
fortable office, without noise dis 
traction. * 


Write today: give machines, make, model 
used and measurements. 


meme | () 0 U STINE! 


531 American Standard Bldg., Buffalo 7, N.¥. 
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If it takes too long to locate the 
papers you want ask your Sta- 
tioner about the ACCO System. 
Accobind Folders, Accopress 
Binders and other Acco products 
save time, save money, save loss. 
Made for every department of 
every business, 


“ACCO BOUND PAPERS 
ARE SAFE PAPERS’ 


The Accopress 
Binder com- 
bines loose leaf 
convenience, 
large capacity 
and economy 
Ideal for Cata- 
log Covers. 


When transfer time 
comes just slip the 
bound papers from 
the Accobind Folder, 
insert a new Acco 
Fastener and the 
Folder is ready for 
another year’s filing. 


ACCOBIND folders 


ACCOPRESS binders 
PIN-PRONG binders 


(for marginal multiple punched forms) 


ACCO clamps 
ACCO punches 


THE ACCOWAY SYSTEM 
(for filing Blueprints and all large sheets) 


and other filing supplies 


ACCO PRODUCTS 
A Division of NATSER Cor poration 
Ogdensburg, N. Y. 


In Canada: Acco Canadian Co., Ltd., Toronto 
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to prescribed principles already laid 
down by management, make many of 
the operating decisions now made by 
intermediate management, and, in 
some instances, by top management. In 
doing so, it could through its speed 
and accuracy, not only make the right 
decisions, and alert management when 
some unforeseen situation arises; it 
could also give the company a much 
greater degree of flexibility in terms of 
its internal operations than would be 
possible in a rival company operating 
by conventional methods. Thus, the 
company using the computer could 
carry lower inventory levels, stock less 
raw materials, and maintain its pro- 
duction lines with less personnel and 
equipment than could a “non-auto- 
mated” rival. 

All these factors would mean mini- 
mum operating costs for the company 
using the computer, not in terms of 
savings in the cost of mass clerical 
processing functions, but rather savings 
achieved through greater mobility and 
responsiveness to changing conditions. 

And that is why the creation of a 
new wave of interest in computers is 


likely this time to give rise to the first | 


actual need for electronic data proces- 
sors among companies which have 
heretofore been uninterested in them. 
For, used as a medium to make daily 
operating decisions, the electronic data 
processor can produce significant sav- 
ings, which it cannot necessarily do 
when used to perform routine clerical 


functions, unless the quantity of data | 


to be processed is enormous. When it 
is planned as the center of a company- 
wide system, in which the computer 
accepts varying streams of information, 


and bases operating decisions on that | 


information, it can cut internal op- 
erating costs throughout all the areas 


of the company affected by its de-— 


cisions. 

The mistake in the past has been 
to use a computer or computers for 
isolated applications rather than as a 


central system capable, with proper | 


programming, of serving as a central 


regulating and directing medium for 


routine company operations. Compu- | 
ters can produce reports, but they can | 


also be programmed to act on the in- | 


formation contained in the reports and 
give direct operating orders. They can 
do this far faster than can the human 
personnel who now receive the reports, 
along with all the other myriad papers 
that come to their desks, only to make 


perfectly routine decisions, according | 
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SEA FOAM 


The Amazing Second Sheet 
That Delivers 13 Clear 
Copies at Just One Typing 


Look like more than one word? We 
won't quibble. Point is, it gives you 
more benefits than you can count 
on the keyboard. It’s strong... 
stands up better and longer. Han- 
dles easier. Lies flat . . . no curl, 
no crease. Files faster . . . thin, 
compact. Erases smoother, cleaner, 
quicker. Channels easier . . . seven 
different colors. 


Sea Foam Is 
Specified First 
By Better Offices 
Across the Country 


WRITE FOR 
SAMPLES 
DEPT. O-10 


BROWNVILLE PAPER CO. 
BROWNVILLE, NEW YORK 
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Now you can 
junk all those 
time- and 
space-wasters 


business letterhead. 


“Clutter-Proof” Desk entirely eliminates desk 
top clutter and desk drawer hodgepodge. 


Fully 75% of the things that pile up on top 
or in drawers of other desks have a specific 
place inside this desk. You have in-drawer 
letter trays, work separators, letter file, card 
trays, forms rack and work tools organizers. 

Even an in-drawer wastebasket and phone. 
Your usable working space is nearly doubled. 


See this new “Clutter-Proof” Desk at one of 
Shaw-Walker’s 17 branches or 470 dealers. 


FREE — 252-page Office 
Guide of modern equip- 
ment and its efficient use. 
In color. Request on 


marvel of convenience, this Shaw- Walker 


SHAW-WALKER 
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VISUAL CONTROL PANELS 


Chart Action, Indicate Trends, 


Complete flexibility with limit- 
less signalling and charting possi- 
bilities . . . Easily adapted to your 
individual record requirements. 


Lightweight panels contain 
clear plastic tubes which are 
individually removable and may be 

shifted from one position to an- 
other . . . Clarity of tube provides 
full legibility of contents. 


Permit Coniparison, Organize Facts 


ACME VISIBLE RECORDS, INC., Crozet, Virginia 

(J Send us more information on Visual Control Panels. 

(We are interested in Acme Visible equipment 
for records, 

Kind of record Y-1058 

Company 

Attention 

Address 

City Zone State. 
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to well understood operating policies, 

The computer can accomplish all 
the steps of the process within itself, 

This is one reason that companies 
will probably be much happier with 
their computer installations in the fu. 
ture than all the concerns which have 
bought the big machines have been 
in the past. They will be more sophis. 
ticated in their use. And that will in 
turn mean that these companies are 
earning real benefits from their instal- 
lations—benefits which their competi- 
tors will be forced to gain for them. 
selves by also purchasing or renting 
data processing machinery. 

This trend will probably be rein- 
forced by the fact that, as computer 
installations become widespread, more 
and more companies will begin to ex. 
periment with the mathematical tech- 
niques of forecasting and management 
decision making that the electronic 
data processor makes feasible. 


Many of these techniques are still 
to be fully proved, but others have al- 
ready demonstrated their practicality— 
and, as they come into increasing use, 
the first companies in each field to em- 
ploy them are apt to gain such sharp 
advantages over their competitors that 
the latter will be forced to begin to 
adopt the new techniques too. 

And, this in turn, will make elec- 
tronic data procession equipment al- 
most a necessary tool in many busi- 
nesses. Computers are not essential in 
all the various mathematical _ tech- 
niques that are being employed in 
the decision-making process, but they 
are an extremely important tool, and 
in some of the techniques—notably 
linear programming and simulation— 
they are almost always required. 

And, one of the great limitations 
that has been placed on further ex- 
ploration of the uses of mathematical 
techniques in determining the best pos- 
sible decision pattern for a company 
to follow has been the time and dif- 
ficulty involved in programming 4 
computer for a given problem—the 
very area that is being simplified by 
such developments as the Flow-matic 
principle described at the beginning of 
this article. So, the use of computers 
to solve isolated problems can be ex 
pected to expand tremendously in the 
years ahead, as programming time and 
expense are reduced. 

The potential—and necessity—of 4 
computer in aiding management if 
making major decisions can be illus 
trated by the following example quoted 
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from “New Techniques for Manage- 
ment Decision Making,” (McGraw- 
Hill, New York) by Franklin A. Lind- 
ay, of McKinsey & Co.: 


“It should be possible to program an 
entire financial plan so that it can be 
simulated on an electronic computer 
in a very few minutes, though the 
programming for simulaltion may take 
months. In such a simulation, the fol- 
lowing steps would be taken: 

“1, A variety of alternative sales 
forecasts would be tested by successive 
runs. 


“2. Costs of production and of sales 
under a variety of assumptions, and 
for different sales volumes, would be 
compared within the computer and 
used as the basis for further calcula- 
tions. 


“3. The specific financial plan to be 
tested would be set up within the com- 
puter and the flow of funds pro- 
grammed according to plan. 


“4. Cash flow would be simulated 
from the income generated by sales, 
and by the allocation of available cash 
the costs of production and of sales, 
to liquid reserves, inventories, con- 
sumer credit, research and develop- 
ment, capital purchases, and dividends. 


“5. The net result would be the 
simulation of the key elements of the 
financial plan under a variety of as- 
sumptions in order to test the rela- 
tive value of many different programs 
under a number of favorable and un- 
favorable circumstances. A given fi- 
nancial plan may be ideal for the level 
of sales projected by the economists 
over the next ten years. But if sales 
fall off significantly, or if competition 
drives down the profit margin—is the 
plan still feasible? A variety of other 
questions might be answered by re- 
tuns of the simulation model. 

“1, What are the implications of 
changes in interest rates? 


“2, What are the implications of 
changes in wages? 

“3. How much of a reduction in 
sales revenues is possible under the 
plan being tested? 

“4. Does the plan provide flexibility 
to increase the planned rate of expan- 
sion? 

“5. How vulnerable is the plan to 
changes in the market rate of the com- 
pany’s securities? 

“6. Can new opportunities, such as 
the chance to buy smaller businesses, 
be taken advantage of? 

“7. Does the plan provide adequate 
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capital under a variety of circum- 
stances? 

“8. What is the effect of variations 
in sales levels?” 

As the author points out, it would 
be possible to come up with very gen- 
eral answers to these questions with- 
out the aid of a computer, but the com- 
puter would give specific answers to 
each for a given hypothetical situation, 
would show the company exactly what 
its position would be if that particular 
situation were to obtain. Armed 
with this information, management can 
see just what pitfalls, if any, there are 
in any given plan, just what advantages 
it offers, and then make its decision. 

Similarly, mathematical techniques 
now known can indicate the best use of 
present financial resources, to achieve 
certain specified goals, and the relative 
desirability of various goals themselves. 
Scheduling and routing problems can 
be solved. The effect of any given 
change in company procedures and 
policies on all company activities can 
often be predicted with a high degree 


of accuracy. 


Techniques proved practical 


And these techniques are still in 
their comparative infancy. They have 
been tested in practice long enough 
now, and have proved themselves suf- 
ficiently, to make it impossible for 
even the most cynical to dismiss them 
as interesting, but wholly impractical 
theories. When used in appropriate 
situations, situations in which the sig- 
nificant factors are tangible and 
measurable, they can be extremely ac- 
curate guides to the right decisions; in 
some linear programming applications, 
they can furnish the optimum or best 
possible decisions. 

Any increase in the use of computers 
is bound to accelerate directly the ac- 
ceptance and use of such mathematical 
techniques. Such acceptance and use, 
as has been pointed out, will set up in 
its turn a secondary spread of the tech- 
niques as companies in each field see 
one or two of their competitors begin- 
ning to benefit by “informed” plan- 
ning. 

What will this imply in terms of 
the office as we know it today? 

It could logically lead to much great- 
er dependence on the central office by 
all parts of the company, and con- 
sequent centralization of most day-to- 
day operating decisions. Indeed it 
seems almost inevitable that it will, If 


“the dynamics of the company, the’ ef- 
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fect of each action on every other ac- 
tion are to follow some master plan, in 
which the results of every action are 
calculated in advance, and a given situ- 
ation always produces a given response, 
there must be some central point at 
which all streams of information come 
together, and are evaluated in relation 
to each other. 


Such a center would not only be 
the information processing center of 
the company, but would also be the 
operating administrative center pre- 
paring the day-to-day orders and direc- 
tives by which the company accom- 
plishes its work. 

Top management would not neces- 
sarily have to be physically located at 
such a center since its uses of the com- 
puter as an aid in decision making 
would occur on a sporadic rather than 
continuing basis. The computer would 
be used to test plans previously worked 
out by management, and to solve in- 
dividual problems presented by man- 
agement. Management would require 
computer services only when its plans 
were drawn or its problems phrased. 


Thus, top management groups could, 
if it were desirable, be placed at an en- 
tirely different location from the central 
processing and routine administrative 
center. This is a pattern which can al- 
ready be seen with such companies as 
Sylvania Electric, which has its data 
processing center in upstate New York, 
its headquarters offices in New York 
City. 

Whether such physical separation be- 
comes the rule or not, it becomes en- 
tirely possible under a concept in 
which top management's major re- 
sponsibility becomes future planning 
rather than current administration. 
Nor is the whole concept inconsistent 
with decentralized management. For 
even if a central data processing and 
control point automatically receives all 
data, reconciles information, and pre- 
pares operating orders and schedules 
for various facilities of the company, in- 
dividual managers at each facility will 
have to translate the orders and sched- 
ules into action. But it does imply that 
the scope of action of managers at in- 
stallations away from the central data 
processing point would be restricted as 
compared with their present authority. 

In terms of total personnel needed 
to man such an automatic feedback 
system—a system in which a central 


processing point is receiving messages | 


—information—from all parts of the 
company on a continuous basis, is as- 
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similating and evaluating those mes- 
sages in terms of all the other informa- 
tion received, and is guiding the com- 
pany in automatic reactions to the to- 
tal of influences affecting it any given 
moment—there does not seem too great 
a possibility that the company will be 
reduced sharply from present clerical 
levels. For if a computer is used in 
this way—as a central information 
point at which streams of raw in- 
formation are received, reconciled, and 
used as a basis for overall daily operat- 
ing decisions—it will mean that more 
clerical effort will have to be con- 
centrated at the data origination points 
than is always the case today. If a com- 
puter is to be used as the heart of a 
central regulating system, it will mean 
that the information fed to the com- 
puter must be fresh, and must cover 
nearly the whole range of company ac- 
tivities. Thus, there could very well be 
a heavier clerical load at the basic re- 
porting level than there is today, even 
if the number of workers at the cen- 
tral processing point is smaller than is 
the case in a company’s national head- 
quarters today. 

Moreover, greater emphasis on ad- 
vance planning will also work to pre- 
vent any severe drop in the total num- 


} 
4 


New index Card Holders 
of Du Pont Mylar’ 


Thinner... tougher, too! You get more 
index cards in limited file space when the 
holders are made with clear, tear-resist- 
ant Du Pont ‘‘Mylar’’* polyester film. 
““Mylar”’ won’t become brittle, dry out or 
discolor with age. 

Cut replacement costs with the dozens 
of new stationery items now being made of 
““Mylar’’. Specify ‘““Mylar’’ when ordering 
stationery items from your supplier. For 
demonstration sheet, write: The Du Pont 
Co., Room VI, Film Department, Wil- 


mington 98, Delaware. 


94 Use Readers’ Inquiry Coupon on Page 102 


Du Pont manufactures the base materia! ** Mylar” 
— not finished index card holders. ***Mylar’’ is 
Du Pont's registered trademark for its polyester film. 


REG U5. pat.OfF 


Better Things for Better Living . . 


DU PONT 


+ through Chemistry 


MYLAR 


POLYESTER FILM 


R! 


ber of clerical workers needed. If ; 
company is to benefit by the new scien. 
tific techniques for planning its futur 
course, it must employ more detailed 
information in making its plans thay 
it has in the past. Such information 
will probably be gathered and ¢o. 
ordinated by clerical workers using 
conventional methods and machines, 
since it would be uneconomical and 
sometimes impossible to store in 3 
computer’s memory all the basic dat 
that might be called on in the prepara. 
tion of a plan. The computer can tes 
the plan when it is fed the necessary 
data and assumed conditions—extrac. 
tion and preparation of the data, how. 
ever, will remain a human responsi- 
bility. 

So, just as management will, with 
the spread of the new techniques, de- 
vote a much larger proportion of its 
time to future planning rather than 
current administration, the number of 
workers involved in research activities 
will rise as the total of those engaged 
in routine data processing falls. The 
ultimate effect of the computer as far 
as the working lives of both manage- 
ment and clerical force is concerned 
may very well turn out to be a change 
in the emphasis and purpose of their 
work, rather than any decided change 
in the amount of work, or even in the 
basic activities of any given clerical job. 
File clerks would still be using their 
files; stenographers their typewriters; 
bookkeepers their calculators. 


By the same token, this would mean 
that clerical job requirements even in 
a highly automated company would 
not change nearly as radically as some 
prophets have indicated they would. 
At the basic reporting level—the fac- 
tories and sales offices and_ branch 
warehouses responsible for feeding in- 
formation to a central point—clerical 
responsibilities will be much the same 
as they are now, except that there will 
be much greater emphasis on reporting 
speed. At the vitally important plan- 
ning level—the top management group 
—large clerical research groups will be 
needed, but their basic activities in the 
handling of data will be much as they 
are today, even though the data han- 
dled, and the uses made of it may 
differ. 

And the increasing capacities of 
computers to direct themselves will 
mean that the training required even 
for personnel working directly with 
the data processor will not be nearly as 
extensive as it is at present. Already 
coding is being simplified to the point 
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Letters and copies make a clear, 
impression when you 


FACTORY: 
LEETSDALE, PA. 
79 Madison Ave. 
New York 16, N.Y. 
401 Wood St. 
Pittsburgh 22, Pa. 
564 W. Monroe St. 
Chicago 6, III. 


Swifty, thrifty 
numbering 
machine 


Handles most every of- 
fice numbering job 
quickly, inexpensively. 
Automatic — consecu- 
tive, duplicate, repeat; 
6-wheel capacity. 
Sturdy frame, easy ac- 
tion, smooth operation. 
Prefixed letter wheel 
when desired without 
extra cost. 


Nine stock com- 
binations, all at 
one low price! 


yt ‘A imile impression 
: Facs 


WM. A. & CO., Incorporated 
ba ones 216 Nichols Ave. — 
ey Brooklyn 8, N.Y. 


Sales Offices. NEW YORK »« CHICAGO « SAN FRANCISCO « MONTREAL 


OCTOBER 1958 
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No, Boss — the boys are going strong — 


I'm talking froma — | 


* BURGESS-MANNING ACOUSTI-BOOTH 


. e* 
Fe SCOSSESSSHESHSSHSHSSSHSSEHEHESHHEHEHHHHEHEESEEEE eeet 
siete 


te Rat-a-Tat-Tat or Boom, 
te Boom, Boom — The 
Burgess-Manning 
“4 Acousti-Booth is a real 
= isolation room. 


Write for 
Bulletin A-142-2-O: 


BURGESS-MANNING COMPANY 
Architectural Products Division 


5970 Northwest Highway, Chicago 31, Ill. 


SORGS 410 Translucent 


Whiteprint Master Copy Paper 


efor LOW-COST Direct-Copy 
Reproduction 


e Perfect Copies 
EVERY TIME! 


With the use of direct-print copy ma- 
chines becoming daily more widespread 
in the business field, the demand for 


a high-quality, low-cost translucent 
master paper has grown tremendously. 
Now, thanks to its 105 years of experi- 
ence in making special papers to exact- 
ing specifications, Sorg has developed 
a high-grade translucent paper that 
meets all the requirements of a top- 
quality master sheet—and yet is priced 
low enough to allow its use on EVE 
business form. 

Sorg’s 410 Translucent is manufactured 
with controlled translucency so that 
whether you use typewriter, pen, pencil, 
or you print it, you will always be sure 
to get clean, sharp, identical copies 
every time! In addition, it is strong 
and durable — stands up well under 
erasures and frequent handling. 


Your request on your own business letterhead will bring you 
_ @ portfolio of 410 Translucent sample sheets for testing on 
your own direct-copy machine — as well as the name of your 
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RS) THE SORG PAPER 
Middletown, Ohio 


Monufacturers and Converters of Stock Line and Specialty Popere 
Oifices In: NEW YORK, PHILADELPHIA, CHICAGO, BOSTON, ST. LOUIS, LOS ANGELES = * 
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where clerical personnel with a short 
period of training can prepare a prob- 
lem for a computer input after the 
sequence of operations has been chart- 
ed by a trained programmer. If the 
computer manufacturers are successful 
in their effort to build self-program- 
ming features into their machines, 
even programmers will require con- 
siderably less training than they do at 
this time. 

So, the anticipated effects of auto- 
mation in upgrading clerical workers, 
and the accompanying beliefs—or fears 
—that a great deal more training will 


createo sy HALE’S 
MODERN GROUP 


Handsome, flexible, sectional, new 
concept-design in genuine walnut with 
dark, light or oil hand-rubbed finishes 
and colored interiors. Available with 
receding, sliding or ‘‘shoji’’ doors . . . 
for stacking, end-to-end or back-to- 
back groupings. Write for free catalog. 
TRADITIONAL, 


CONTEMPORARY OR MODERN . HALE HAS IT 


INDUSTRIES, INC. 


DIVISION OF F. ' Hake 


HERKIMER, NEW YORK 


“@ = Fine Letterheads and Business Cards Since 1914 


’ letterhead 
How’s your letterhead? 
Get your FREE copy of our useful bro- 
chure Letterhead Logic. Then, turn to the 
check list used by experts to gauge letter- 
head effectiveness. See for yourself how 
your letterhead rates. If the tests show 
room for improvement, HILL’s 44 years 
of specialized experience is at your disposal. 

Learn how HILL craftsmanship can cre- 
ate for you a letterhead you'll be proud of 
. .. one that truly reflects the character, 
personality and prestige of your firm. . 
a_ scientifically designed letterhead with 
built-in sales appeal . . . and at prices 
much lower than you'd expect. 

If you use 5,000 or more letterheads a 
year, write today for your free Letterhead 
Logic. Just tell us how many letterheads 
you use a year and please send a sample 
of your present letterhead. 


If it’s worth seeing, put it on a Hill 


r.O. 4 HILL, inc. 
270 (0-0135, Lafayette St., New York 12, N.Y. 


Attached is a sample of our Letterhead. We 
use per year. 


Please send me my free copy of Letterhead Logic. 
NAME 


COMPANY 
ADDRESS__ 
CITY. 
STATE 


ZONE 
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be necessary before the average high 
school graduate in the future can suc- 
cessfully fill an office job could be ex- 
aggerated. Industrial experience with 
automatic nrachines would seem to in- 
dicate that this is the case. In an ar- 
ticle in the July-August 1958 issue of 
“Harvard Business Review,” James R. 
Bright, associate professor of Business 
Administration at the Harvard Busi- 
ness School, points out that the evolu- 
tion of automatic machinery in in- 
dustrial applications has created a fair- 
ly consistent pattern as far as skill re- 
quirements of the workers operating 
the machinery were concerned. In the 
early stages of mechanization, workers 
need more skill and more training to 
handle automatic tools. But as the tools 
take on the ability to control them- 
selves—in other words as true auto- 
mation rather than a high degree of 
mechanization becomes the rule—the 
skill and training requirements of the 
people using the machines drop sharp- 
ly. The greater degree of control and 
direction built into the machine, the 
less the skill requirements the 
worker tending the machine. 


for 


Job patterns may remain same 


The same general pattern will evolve 
as computers assume more and more 
of the work of directing their own ef- 
forts. It seems probable that the com- 
puter eventually will not lead to a gen- 
eral upgrading of clerical work, nor, 
on the other hand, will it create a 
high degree of technological unem- 
ployment. 

It will instead lead to a situation 
where there will be approximately the 
same proportion of routine office jobs 
and the same proportion of stimulating 
and demanding jobs that there are to- 
day. The objectives, the end results of 
each individual job may be different, 
but the details will probably be very 
much the same. 


Internal routines 


(From page 33) 


In the receiving function, the ven- 
dor’s packing slip is usually matched 
against receiving copies of the order 
and the combination of both makes up 
a receiving report. The use of a tab- 
ulating card packing slip for each 
item shipped might easily serve di- 
rectly, or with the addition of mini- 
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mum data, as input to your receiving 
system. 

Invoices are high volume documents 
produced for external distribution 
through some integrated system. Why 
not produce the invoice in such a form 
that the product can be introduced 
directly into the buyers’ accounts pay. 
able cycle? 

In the accounts payable section, in- 
voices are matched to internal records 
and authorizations for payment or the 
checks themselves are separately com- 
puted and originated. Were the ac- 
counts payable records in common 


How to 
CONTROL 
COsTS 
In OFFICE 
OPERATIONS 


Here’s a clear, practical guide to the 
reduction and control of office costs 
through an organized management plan. 
It shows how to streamline paperwork, 
eliminate unnecessary clerical operations, 
and use advanced automation where pos- 
sible. Developed specifically for the office 
situation rather than borrowed from fac- 
tory techniques, these methods show you 
how to plan and operate office cost con- 
trol increase supervisory efficiency 
through work simplification and a better 
sense of management responsibility. 


JUST OUT 


INTEGRATED COST CONTROL 
IN THE OFFICE 


By FRANK M. KNOX, President 
Frank M. Knox Company, Inc. 
Management Consultants 


In simple and direct fashion, this book cov- 
ers such factors as control over forms, meth- 
ods, and procedures; clerical work measure- 
ment, work simplification, and automation in 
the office; record controls, ete. Special atten- 
tion is paid to making each concept clearly 
understood for those who are not cost spe 
cialists. 

Each method in this volume is a practical 
one that has been tested and proved. in actual 
use in business organizations of varying sizes 
and kinds. It can be followed and applied by 
office staff members as part of everyday re- 
sponsibilities. 


10 DAYS' FREE EXAMINATION 
McGraw-Hill Book ar Inc., 
327 W 4lst St., N. ag.) 36 
Send me ae INTEGRATED COST 
CONTROL IN THE OFFICS for 10 days 
examination on approval. In 10 days I will 
remit $7.50 plus few cents for We pay | 
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eosts, or return book postpaid. (We pay 
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same return privilege.) 


aa 


Position | 
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AW.Faber-Castell Pencil Co. 


language form and the invoice received 
in the same form, matching could be 
done mechanically rather than man- 
ually. The product of an authenticated 
invoice could then be the check for 
payment. 

You can recognize some of the tech- 
niques or equipment suggested as be- 
ing used internally in some companies 
between departments or plants and 
branch offices. The use of tabulating 
cards is illustrated as one means of 
attaining the integrated concept. You 
can conjure up variations of an inter- 
company integrated system ranging 
from tapes, wires, reperforators and 
other commercial products available, 
any one or a combination of which 
might be a more adaptable common 
language to fit your requirements. 


GRASERSZIK, 
GIRLS get 
tapped for 
the best 

jobs 


When there’s a vacancy 
for a higher-paid private 
secretary's job in your 
office — will you get it? 
You will if you prac- 
tice competent stenogra- 
phy and typing — and if 
you consistently use an 
A.W.FABER ERASERSTIK, 
With this pencil-shaped, 
white-polished beauty you 
erase without a_ trace. 
Whoosh—mistakes disap- 
pear as you remove a 
© single letter without mar- 
«© ‘ing surrounding area. 
= | Pick up a few at your 
f Stationers today. 
x 
WY) 
o) 


Which point 
do you prefer? 
MEDIUM or AVERAGE 
THIN or BLUNT 


ERASERSTIK gives 
you your choice 


With brush 20¢ 

<| Without brush 10¢ 

7099 and 70998 gray all- 

a} utility ERaserSrik for pencil, 

WI ink or typewriting. 

GT) 7066 and 70668 for those 
a& 

69) 


ic) u.6.a.7099B 


' who prefer a soft, red type- 
- writer eraser, 


ERASER GTIA Asenvi 


— 


Newark 3, N, J. 


OCTOBER 1958 


The examples quoted have only been 
a few of the typical transactions occur- 
ring frequently. There are a myriad 
of other inter-company transactions in 
the financial areas dealing with fund 
transfers, distribution of billings to 
multi-company accounts, which should 
also be examined from the common 
language approach. Likewise, there is 
a variety of personnel, technical, sales 
and service data repetitively produced 
which is routinely exchanged in high 
volume between companies. Your own 
knowledge of your business operation 
and the functions of your “conversion 
center” will tell you what areas can 
best be explored. 

The advantages of integration be- 
tween companies are fairly obvious. 
The elimination of effort in converting 
from your system to external docu- 
ments or vice versa is an immediate 
area for savings. The benefits of ac- 
curacy and speed inherent in mechan- 
ized systems also apply. It is reasonable 
to expect a reduction in overhead and 
vendor lead time resulting in lessened 
direct costs of doing business and some 
reduction in cushion stocks of inven- 


tory. 
Principle already practical 


Up to now, this whole proposition 
might strike some as being completely 
theoretical and idealistic, the product 
of equipment manufacturers’ pipe 
dreams and system men’s delusions 
of grandeur. 

However, the author submits that 
this concept can be realized, as evi- 
denced by the fact that one form of 
integrated processing system has been 
developed and is now working in at 
least one industry. 

Approximately a year and a_ half 
ago the nation’s airlines and the air 
plane and engine manufacturers began 
a series of meetings to explore an inte- 
grated procurement data system. Un- 
der the sponsorship of the Air Trans- 
port Association, these joint meetings 
resulted in an industry specification for 
a purchase order administration system. 
This is already in operation between 
one airline and airplane manufacturer 
and other airlines and manufacturers 
are currently planning to phase it in. 
Some of the elements described earlier 
are in this system; others have potential 
application as extensions of it. Briefly 
the ATA system works this way: 

Manufacturers supply  tabulating 
cards to the airlines for all saleable 
items. These cards include identifica- 
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tion data, price and lead time. When 
the airlines want to buy parts, they 
use these cards to create a purchase 
order card, adding quantity and de- 
livery requirements. The manufacturer 
uses a tabulated packing card in the 
shipment for receiving purposes. 

The system provides for quotations, 
acknowledgments, supplements, expe- 
dites, returns and cancellations. All 
transactions occur on tabulating cards 
exchanged between parties. Except for 
the mutual changes to a standardized 
format and the use of coded data in- 
stead of expository data, no change 
was required in the internal processing 
systems or equipment either within the 
airlines or the manufacturers. 

You may also have read that Amer- 
ican Airlines now prints airline tickets 


NEVER BEFORE SO SAFE, SO 
SURE A WAY TO KEEP 
CONFIDENTIAL PAPERS — 


. & 
NREADaBi EC 


SHREDS Come 
OUT HER RE 


Keep your confidential papers and records 
from the prying eyes of unauthorized per- 
sons by quick, easy destruction right in 
your own office with the SHREDMASTER 
Bantam 10. Anyone can operate. Handsome, 
modern design and clean, noise free opera- 
tion suitable to any office. Yours at a new 
low price. 

FREE: Illustrated descriptive folder giv- 


ing details of 10 Day Free Trial. Just write 


today to a 1433, 75 Varick Street, New 
York 13, N. . and ask for Circular 56. 


™ SHREDMASTER 


CORPORATION 


A Division of Self Winding Clock Company, Inc, 
Manufacturers also of the Clipper 14, only heavier duty 


Sales and Service in principal. "cities A v: S. and Canada. 
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NO CARBON-TETRACHLORIDE 


CLAR‘O:TYPE 


CLEANS TYPE CLE ANER 


Handy dauber whisks away dirt and 
lint in seconds — no spattering! 
Non-inflammable; slow-evaporating, 
hence economical. 
for the attractive new 
- 4 orange-and-biue carton. 
CLAR-O-TYPE makes 
typewriter type sparkle. 


Look 


Weekly Sheets 
e 
Stardy, Conven- 
ient, Complete, 
Vest-pocket 
Size 


Use the TEAM 


for safety and convenience 


e Beach Expense BOOKS 
for detailed in-the-field 
records entered easily as 
the expenses are incurred 
e Beach SUMMARIES 
for condensed tax-return 
reports, retaining copies 


At your stationers; or write 


BEACH PUBLISHING CO. 


19829 W. McNichols Rd, 
Detroit 19, Mich. 


on teletype equipment in some of their 
high volume customer offices. 

Despite the fact that such a con- 
cept is in operation, there are some 
reasonable questions and qualms that 
you may have concerning the feasibil- 
ity, economics and psychological as- 
pects of making changes of such mag- 
nitude. Actually, this problem is faced 
internally each time a system conver- 
sion occurs. There is no reason to be- 
lieve that it cannot be met with equal 
ease between companies. However, a 
brief resume of some of the major 
problem areas might be in order. 

An initial objection which might be 
raised is whether it’s possible to stand- 
ardize formats between companies to 
the degree necessary for use of a com- 
mon language medium. There’s no 
doubt about it—there must be a meet- 
ing of the minds between companies 
so that they can make changes in their 
forms and procedures for a common 
good. Just as internal system change 
has a purgative value in eliminating 
long-standing unnecessary steps or data, 
you may find to your surprise that 
some of the information transmitted 
outside your company as a matter of 


routine can be eliminated from the 
system. This factor should be evaluated 
when considering the benefits to be 
gained by mutual integration. The 
pressing question in this area would 
be whether it’s more economical to con- 
processing or to retain the manual 
vert to a standard for semi-automatic 
conversion now practiced. 


By-product benefits gained 


Some objections might be voiced to 
the practicality of using coded data in 
place of clear language paragraphs, 
sentences or phrases. While this re- 
quires an encoding and decoding med- 
ium in visual processing, you are all 
familiar with, and frequently use, ab- 
breviated alphabetical or numerical 
groups. In some areas, mnemonic codes 
may be developed to make the recog- 
nition easier. Chances are that you are 
already using coded entries to introduce 
data into your tabulating equipment. 

It is self evident that some of the 
coded data may open the door to ad- 
ditional machine produced summaries. 
In fact, in the ATA system mentioned, 
one of the side benefits gained was the 
ability to classify and summarize or- 


ders by machine as a by-product of 
the purchase order cycle where pre 
viously they had been tabulated separ. 
ately. 

One persistent bugaboo, in any re- 
lationship between companies, is the 
legal obligations implicit in the instru- 
ments used to transact business. Cer- 
tain of the activities outlined as adap- 
table for intercompany integration are 
deep in the field of contracts where 
explicit stipulations exist regarding te- 
sponsibility and compliance. While 
each application must be examined on 
its merits, and in light of all the pos 
sible contractual elements involved, it 
can be generally stated that many in- 
ter-company transactions now being 
completed on paper forms can readily 
be converted to common language 
form without disturbing the _ basic 
nature of the contractual relationship 
between the parties. Our legal friends 
are well acquainted with the use of 
symbols and codes and their validity 
in any instrument not otherwise de 
ficient. 

In certain sensitive areas, such as 
purchasing, it might be highly desir- 
able to preface the use of an integrated 


FRED BAUMGARTEN, Exclusive Imports % Stk 
Atlanta 6, Georgia BO O ¢ 


1000 Virginia Avenue, N.E. 


wrist, Spillproof container. Choice 
of 3 colors. 
pocket models, 
pointer for mechanical 
See your stationer or write 


Belongs On b 
Every Desk! 
ORIGINAL DUX 


Precision Pencil Sharpener 


Seem Coes ‘ide * 5 ae 1000 


saves confusion, saves money. Cuts 
down trips to sharpener. 
a sharp point with a twist of the 
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COAT and HAT RACKS 


Store more garments in less space 
Mirror like Chrome 
1” tubular steei 


Single, double, triple shelves, in 2-3-4-5-6- 

foot lengths. Attach on standard 16” stud 

centers. Studi Hangers. 

Open hook $3.30 per doz. Closed hook $3.90 
Single Shelf Length Double-Shelf 

124  <—. <i eee $13.45 


36" ~— Shelf $39.95 
Island $59.90 
Pioge stands with 1%4” aan Posts. 
Ask your dealer or write direct 


BEVCO Precision Mfg. Co. 


831 Chicago Ave. Evanston, Til. 


VACATION and SICK LEAVE 
CONTROL SHEETS 


These control sheets give an accurate, readily 
accessible, and economical record of em- 
ployee's annual vacation, sick leave, paid 
holidays, and other records requiring tabula- 
a by calendar days. Over 250,000 sold this 
ea 


1959 Vacation and Sick Leave Calendar Sheets 
25 sheets .. $2.00 300 sheets ..... $12.00 


50 sheets $3.00 

100 sheets |. $5.00 400 sheets .....$14.00 

200 sheets $9.00 500 sheets ..... $15.00 

Additional sheets over and above 500 . 
lac each 


Minimum order 25 sheets—F.O.B. 
Columbia, Missouri 


Postage Prepaid if check or money order 
accompanies order. 


AMERICAN PRESS 
200A So. 7th Columbia, Mo. 
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system with a contract or agreement 
stipulating the terms and conditions 
applicable to the buyer and seller. The 
agreement would then outline that the 
common language documents, and 
such coding as might apply, are the 
conveyances through which the specific 
buying transactions are carried out. 

Certain areas of intercompany re- 
lations may be subject either to di- 
rectives or requirements of an agency 
of the Federal Government, state or 
other regulatory body. Again, only 
generalizations can apply, but it ap- 
pears that a system conversion would 
not necessarily make compliance with 
any such regulations more difficult. In 
the ATA System, a government bu- 
reau concerned has indicated concur- 
rence with certain coded data to re- 
place explicit written references out- 
lined in their instructions. 


There is the perennial problem of 
satisfying the somewhat cautious atti- 
tude of auditors who must be assured 
that sufficient internal control exists 
over integrated operation, and that the 
streamlined procedures have adequate 
checks and balances to prevent non- 
compliance, error or manipulation. 
This should readily be provided for in 
any well designed system. There is 
more concern naturally in dealings be- 
tween companies but proofing a func- 
tion is usually better under a mechan- 
ized system than under a manual one. 


While any or all of the above may 
be practical problems that have to be 
faced squarely in making a conversion, 
there is one attitude which, while very 
understandable, should not forestall an 
exploration into this area. That is the 
feeling that since you haven’t gone as 
far as you might have in developing 
your internal systems, you’re not now 
prepared to tackle external IDP. That’s 
like the oil man saying that he hasn’t 
gotten all the oil out of his first well 
yet, so he doesn’t want to drill another. 

Look at your “conversion centers.” 
Relate their effort and efficiency to 
completely internal processing depart- 
ments. If there’s more potential for 
improvement and savings in the former 
than in the latter, go outside your 
building for your payoff, using the 
same criteria for external improve- 
ments as you would internally. 

Intercompany integration may be a 
new horizon for you, but like many 
a horizon scanned long ago, it can 
loosen untapped sources of profit po- 
tential in the vital race for cost reduc- 


| tion. 
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13 CHARTS 
‘and LAYOUTS 


SAVE up to 40% DRAFTING TIME 


- Coaphe A-lon 


The AUTOMATED Method of CHARTING 


Graph-A-Plan offers a new concept of methods and ma- 
terials for chart and layout preparation. Graph-A-Plan 
includes a wide variety of pressure-sensitive solid color or 
pattern tapes, flow symbols, pie charts, organization 
rectangles, scales, templet sheets, shading films and 
patterns . . . plus opaque and transparent plastic planning 
boards. Available separately or in compact kits. 

Write today for FREE GP ‘‘How To Do It" Catalogs and 
prices. Just check catalogs desired below, tear out and 
attach to your letterhead. 


0 STATISTICAL CHARTING 0 PLANT LAYouTS 
(C ORGANIZATION CHARTING [] OFFICE LAYOUTS 
C OPERATION AND PROCESS FLOW CHARTING 


LABELON TAPE CO.., Inc., dept. om 
:-§ 450 Atlantic Ave., Rochester 9, N.Y. 


ree! ‘soons on 


PAYROLL 
SYSTEMS 


“3 


‘one write’ 
Peghoard Accounting Systems 


Indicate below the Multi-Rite booklets of your in- 
terest and attach to your letterhead. We will 
rush them to you by return mail. 


C) Payrolls () Peg-Strip Data Processing 
() Acounts Payable C) Time Payments 


C) Accounts Receivable §_[] Hospital Systems 
(CO Systems for Doctors’ Charges 


THE C. E. SHEPPARD CO. 
l. | 


Established 1900 
10 21st St., Long Island City 1, N. Y. 
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file folder labels 


Why monkey around with old-fashioned 
stickers when these new Avery 
self-adhesive file folder labels 
turn the trick so handily? 
Easy to type in sheet form with 
margin and centering guides, 
these time-saving, color-coded 
Avery Labels cut clerical costs, 
are self-adhesive ...with 
nothing to wet or moisten... they 
go on at the touch of a paw... 
neatly, firmly, and swiftly. There’s 
a moral to this tale of the business 
jungle. If obsolete stickers have you 
up a tree, swing to Avery. Identifying 
file folders with the new Avery 
self-adhesive Labels is easy... 
like peeling a banana — in fact 
easier. Try ’em soon. 


available in 10 border colors 
plus plain white... 

248 labels per box —31 sheets 
of 8 labels each. 


Rolls right on file tab without 
peeling or popping. 


These NEW AVERY file 
folder labels are available 
at all stationery dealers. 
Ask for them TODAY! 


[petateientenienten ‘ 


AVERY ADHESIVE LABEL CORP., Dealer Div. ‘51 


117 Liberty St., New York 6 + 608 S. Dearborn St., Chicago5 | 
samples 1616 So. California Ave., Monrovia, California l 
Offices in Other Principal Cities 
\ Please send more information and free samples of Avery | 
| self-adhesive file folder labels. 
Discover their / my name position 
utility and i 
economy yourself. company inhaniin 
Just send this 
coupon for your address ‘i 
free samples ; 
today. city state 
_ _ 
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CATALOGS 
BOOKLETS, BROCHURES 
FOR THE OFFICE 


Corner Rounders and Paper Drills 

Lassco Products Inc., 485 Hague St., Rochester, N. Y. 
Pamphlet describes company’s line of Lassco corner round- 
ers and Spinnit paper drills. (22) 


Sensitized Copy Paper 
Waxon-Carboff, Inc., 8 Commercial 
St., Rochester 14, N. Y. Carboff Sample 
Kit contains various samples and uses 
of Carboff self-duplicating paper, used 
instead of carbon and copy sheets. 


(23) 


Desks 

Standard Pressed Steel Co., Jenkintown, Pa. Four-page 
illustrated bulletin describes firm’s new shaped-top execu- 
tive desks which have 20 per cent more work than standard 


desks. ; (24) 


Postage Machines 

Pitney-Bowes, Inc., Walnut & Pa- 
cific Sts., Stamford, Conn. Twelve- 
page brochure, “How to Increase the 
Prestige of Your Mail,” discusses post- 
age in relation to business prestige 
together with data about the firm’s 
postage meters. (25) 


Water Coolers 

Sunroc Corp., Glen Riddle 1, Pa. The firm’s AIA Water 
Cooler File lists specifications and applications of various 
type water coolers as well as information on the company’s 


related products. (26) 


Office Management 

Manpower, Inc., 810 N. Plankinton 
Ave., Milwaukee 3, Wis. An analysis 
of the various areas of office operation 
and suggestions for making improve- 
ments are outlined in the booklet, 
“too Ways to Improve Efficiency— 
Save Money in Your Office.” (27) 


Steel Storage Files 

Diebold, Inc., 818 Mulberry Rd. S.E., Canton 2, Ohio. 
New 16-page catalog describes the company’s line of steel 
storage files and record storage planning service. (28) 


Statistical Charting 

Labelon Tape Co., Inc., 450 Atlantic Ave., Rochester 9, 
N. Y. New 16-page booklet titled, “Statistical Charting,” 
lists 7 steps to good charting and outlines the various types 
of charts and graphs generally used in business and industry. 


(29) 


For further information, use Reader Inquiry Card on 
page 102. 
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CLASSIFIED ADVERTISING 


Rates: Minimum 20 words $5.00. Each additional word 25c. Pay- 
able in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT, 212 5th Ave., New York 10, N. Y. 


For Sale or to Buy 


VARITYPER TYPE FONT SALE. Get List! Worth $30.50 each, 
6 only $59.50 guaranteed. Adamm, 1425 Theriot, New York 60, 
New York. TA 8-8659. 


WANTED ALL TYPE OFFICE Machines, Filing Equipment, 
Office Furniture, Kardex, Acme Post Index. Will exceed a 
manufacturers’ trade-in allowance. Write, Wire National 
Office Equipment Co., 429 Broome St., New York, N. Y. 


OLM FILE FOLDING MACHINE Wanted: to buy for cash; 
state condition, price and location. OM 302. 


FOR SALE: MODEL 1955 Addressograph with Automatic 
Feeder. 10,000 GG2200 Frames, 2 thirty drawer plate cabi- 
nets, 1 twelve drawer plate cabinet. OM304. 


ELLIOTT-FISHER MACHINES, Calculating machines, add- 
ing machines—all office equipment bought and sold. W. J. 
Crowley Company, 906-08 No. Water St., Milwaukee 2, Wis. 


SALE: FACTORY DEMONSTRATOR ELECTRIC 2-in-1 
Folding and Letter Opener Machine, fully guaranteed regular 
a yours for $198.50. Lansdale Prod., Box 568, Lans- 
dale, Pa. 


FOR SALE: SELECTOR DIAL Auto-Typist, attached Rem- 
ington Standard Noiseless, Perforator, Supplies. In use 2 
years. Parts warranty. If new, cost $1,913.85 plus attaching 
typewriter. Sale price $1175 with typewriter; without $1125. 
MMS Corp., 2217 N. Summit, Milwaukee, Wis. 


ELLIOTT ADDRESSING MACHINE EQUIPMENT. Re- 
placed by Tabulatng System. Good Conditon. 9 I.B.M. Stencil 
Writers; 11 Moisteners; Punch Machine; Inking Machine; 2 
Addressing Machines; 2 Tape Machines; 66 100-drawer Cabi- 
nets. Write: Geo. J. Woodin, P. O. Box 2187, Tulsa 2, Okla. 


FOR SALE: MODEL 5300 Dupligraph with 15 extra anvils 
to hold letters. Excellent condition. Price $1,200. Bancroft- 
Whitney Company, 55 Hyde St., San Francisco 1, California. 


Business Opportunities 


PROGRAMMING COMPUTERS. Learn to apply business 
problems to electronic computers. Send for Free Brochure 
describing our Home Study Course, “Programming for Busi- 
ness Computers.” Business Electronics, Inc., Education Sec- 
tion, 420 Market Street, San Francisco 11, Calif. 


Positions Wanted 


OFFICE MANAGER: BACKGROUND ACCOUNTING, 

Rate Analysis, Personnel, seeks permanent position. Engineer- 

Ons = architectural background. New York Metro area. 
03. 
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At the other end of the line... 


There’s a man who can help you 


He can help solve your ever-growing problems 
involving paperwork and duplication. 

He’s a specialist in small offset equipment. 
He knows how to set up an offset reproduction 
department that will meet your needs. He knows 
how to train your operators for efficient, quality 
work. 

He sells and services the Photostat® Master- 
lith Offset Duplicator (a very superior piece of 
equipment) and he can show you how to get 
the best from it. 

He’s in each of these cities — and he’ll be 
glad to hear from you. 


THERE ARE PHOTOSTAT CORPORATION 
SALES AND SERVICE OFFICES IN: 


Albany - Atlanta - Austin . Berlin, Wis. - Binghamton - Boston 
Bridgeport - Brownsville - Buffalo - Chicago - Cincinnati 
Cleveland - Clifton . Columbus - Dallas .- Dayton + Denver 
Des Moines . Detroit - Gorham . Harrisburg . Hartford - Hous- 
ton - Jackson - Kansas City - Little Rock - Los Angeles - Louis- 
ville « Memphis - Miami - Midland, Texas - Milwaukee + Mobile 
Muscatine »- Newark ~ New York - Oakland - Oklahoma City 
Omaha - Philadelphia . Phoenix . Pittsburgh . Portland - Prov- 
idence .- Rochester - Sacramento - Salt Lake City - San Diego 
San Francisco - Seattle . Shreveport - Spokane ~ Springfield 
St. Louis - St. Paul - Tulsa - Washington - Wichita - Winston- 
Salem. The Whitin Masterlith Duplicator is sold and serviced in 
Canada by Gestetner (Canada) Ltd., Toronto. 


WHITIN 

PHOTOSTAT ZZ] 
Onrser 

ourucator 
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PHOTOSTAT CORPORATION 
P. O. Box 1970-OM «+ Rochester 3, New York 
PHOTOSTAT Is THE TRADE MARK OF PHOTOSTAT CORPORATION 


Before you buy any offset duplicator, see the Photostat Masterlith. 
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OFFICE MANAGEMENT 
212 Fifth Avenue, New York 10, N. Y. 


GET MORE 
-INFORMATION 
— gllickly - ~ easily 


On New Products 


Obtain New Catalogs 
and Helpful 
Literature 


SEND OFF THIS BLANK . .. FOR PROMPT SERVICE 


INQUIRY SERVICE 


Subscribers 
to 
OFFICE MANAGEMENT 


This service is provided for the con- 
venience of Office Management Exec- 
utives in obtaining complete informa- 
tion on the products advertised in 
this issue. Advertisements are identi- 
fied by their respective page numbers. 
Fractional page advertisements are 
further identified by the initials of 
the advertiser. 


Simply circle the 
respective numbers 
in coupon below 


Just circle the numbers on which you 
want further information; fill in your 
name and address below, tear out and 
mail to Office Management. Our office 
will forward your inquiries promptly 
to the companies concerned. 


Please forward to the respective companies, our request for further 
information on the items we have circled below. There is no obligation 
to us for this. We understand this is a service to us as a subscriber. 


OCTOBER 1958 ADVERTISEMENT October 1958 New Products Items, and Catalogs 
(Circle respective page numbers on which ads appear) (Circle respective item numbers) 
21 A-1 B- 
Page Fage Page Page Page : a 39 A-2 Be 
2nd Cover 23 66 86 95 BMC 3 13 23 A-3 B-3 
3rd Cover 24 67 87 CHH 95 WAF 4 14 24 A-4 B-4 
4th Cover 26 68 87 GSS 95 SFC 5 15 25 A-5 B-5 
3 47 69 87 THC $6 ROH 6 16 26 A-6 B-6 
4 49 70 88 NPI 96 HII 7 17 27 B 
50 71 88 GAC §6 MHB 8 18 28 
51 72 89 AP 97 AWF 9 19 29 
52 73 89 BPC 97 TSC 10 20 
53 74 90 AVR” $8 CCI 
54 75 91 VFI 98 ~ TOOLS OF THE OFFICE 
55 46 91 PBI = 98 Information on products listed in the Tools of the Office 
a7 7 92SMC 98 DEC J section may be requested by writing in names of manu- 
58 78 o2TRP 99 BPM J turers 
59 79 92 GS 99 LT . facturer Page No. 
60 80 93STC 99 AP oan . 
61 81 93 CCS 99 CES 
62 82 93 BPC 100 
63 83 94 MRC 101 
64 84 94 EID 103 ‘ 
65 85 95 CMC 
Fractional page ads further identified by initials of advertiser 
Davi tunciniwaststeeemeaRereeae Pew Ae eee ere smaves WN atewanescaacuen a“ October 1958 Iseue 
RS SSNaaw a Nok outs nasesndbedesdceneesaverees iiataees Mbieasepeaadnaeat Office Management 
peicnmseniasiebnaniees Re ee eas FF FO 
— State until November 15, 1958 
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ADVERTISERS’ INDEX 


Acco Products Div. of Natser Corp....... 89 
Agency—LaPorte & Austin, Inc. 

Acme Visible Records, Inc............... 90 
Agency—E. H. Brown Adv. Agency 

OS SE ree 53 
Agency—Atherton & Currier, Inc. 

All-Steel Equipment Inc.......... 2nd Cover 


Agency—E. R. Hollingsworth & Assoc. 
American Automatic Typewriter Co...... 77 
Agency—Frank C. Nahser, Inc. 
American Numbering Machine Co....... 75 
ee ee err ee 99 
Agency—Neds & Wardlow Adv. Agency, Inc. 
American Telephone & Telegraph Co.... 3 
Agency—N. W. Ayer & Son, Inc. 
Associated Business Publications, The... 56 
Avery Adhesive Label Corp.............- 100 
Agency—Maritin R. Klitten Co., Inc. 


Baltimore Business Forms Co............ 58 
Agency—Vansant, Dugdale & Co., Inc. 

I oc nresscscdecerce swe 98 
Agency—Fred Worrill Adv. 

Beach Publishing Co....................- 98 


Agency—Francis Adv. Agency 
Bevco Precision Mfg. Co 
Agency—Mar-Pat Adv. Agency 
ee Pere rr 93 
Agency—The Richard A, Foley Adv. Agency, Inc. 
Browne-Morse Co 64 
Agency—Don Harding & Assoc. 
Brownville Paper Co. ...... . ose scccsceecs 89 
Agency—Flack Advertising Agency, Inc. 
Burgess-Manning Co., Architectural 


NS ios toad ic Gy dian wise ears aie 2:89 95 
Agency—Merchandising Advertisers, Inc. 

NCS cates asa owas. cane bode 65 
Agency—Campbell-Ewald Co. 

ee 11 
Agency—MacFarland, Aveyard & Co. 

IT no cca tacmeae eevee’ 82 
Agency—Gibbons Adv. Agency, Inc. 

Ne Moms, THRE. go vnc ccc ccc ceesseenee 98 
Agency—Bass and Co., Inc. 

I Ee ee igo a bre bare we 95 


Agency—Charles E. Yost Adv. 
Columbia Ribbon & Carbon Mfg.Co., Inc. 74 
Agency—E. M. Freystadt Assoc., Inc. 
ae 22 
Agency—MacFarland Aveyard & Co. 


os taal dhagin.t. ere annee so 6 
Agency—Philip I. Ross Co. 

Dewberry Engraving Co.................. 98 

Diebold, Inc., Flofilm Div. ..............- 49 


Agency—Ritter, Sanford, Price & Chalek, Inc. 
Dri-Stat Div., Peerless Photo Products, Inc. 14 
Agency—John Mather Lupton Co., Inc. 
Du Pont de Nemours & Co.,"Inc., E. I., 
vite | ee OSS ere 
Agency—Batten, Barton, Durstine & Osborn, Inc. 


MING. os Sis icds.csacecaceswss 12, 13 
Agency—Batten, Barton, Durstine & Osborn, Inc. 
Eastman Kodak Co., Business Photo 


Methods Div., Verifax................- 57 
Agency—J. Walter Thompson Co. 

Eastman Kodak Co., Recordak Corp..... 47 
Agency—J. Walter Thompson Co. 

Eureka Specialty Printing Co............ 76 


Agency—Kretschmer & Dinner, Inc. 


Faber-Castell Pencil Co., Inc., A. W...... 97 
Agency—J. M. Kesslinger & Assoc. 
— & ane a 
gency—Philip I. Ross Co. 
1 eee 26 
Agency—J. Walter Thompson Co. 


Gates Acoustinet Co....................- 88 
Agency—Clayton A. Stahlka Counseling 
eae 92 
Agency—Diener & Dorskind, Inc. 

Guide System & Supply Co.............. 87 

Hale Industries, Inc..................... 87 
Agency—Farquhar & Co., Inc. 

eae ee 9 


vecstnip, eapbicin. kA ee 60 
Agency—Batten, Barton, Durstine & Osborn, Inc. 
Heyer Corp., The 87 


Hill, Inc., R. O. H 


H Agency-The —— Organization 


AAS Aes 86 

Agency—Clem T. Hanson Co. 
unt Pen Co., C. Howard............... 87 
Agency—Doremus-Eshleman Co. 

Inter-Continental Trading Corp......... 73 
Agency-Mann-Ellis, Inc. 

Invincible Metal Furniture Co..... 3rd Cover 
Agency—Klau-Van Pieterson-Dunlap, Inc. 

Kenro Grapiates, Ime... .....000222050. 78 
Agency—Car penter-Proctor, Inc. 

Labelon Tape Co., Inc................... 99 


Linen Supply Association of America & 
National Cotton Council............- as 
Agency—George H, Hartman Co. 


Macey Co., Div. of Harris-Intertype Corp. 16 
Agency—Fuller & Smith & Ross, Inc. 
acey-Fowler, Inc......... Dy awe neo iceaa’ 4 
Agency—Givaudan Adv., Inc. 

Marchant Calculators Div. of Smith- 


Corona Marchant Inc..............--- 81 
Agency—Foote, Cone & Belding 

McGraw-Hill Book Co., Inc.............- 96 

Methods Research Corp..............+-- 94 
Agency—Vincent J. Mielcarek Ado. 

Minnesota Mining & Mfg. Co., 
Is ois gscea ve anes dendvanseses 66 
Agency—Erwin Wasey, Ruthrauff & Ryan, Inc. 
Moore Business Forms, Inc.............- 21 
Agency—N. W. Ayer & Son, Inc. 

Besser Bale Cas, THO... ccs cess sccsseess 19 
Agency—Cunningham & Walsh, Inc. 

National Blank Book Co...............- 51, 52 
Agency—Sutherland-A bbott Adv. 

National Business Show............-..-- 50 
Agency—Carpenter-Proctor. Inc. 

National Cash Register Co., The....... .61, 85 
Agency—McCann-Erickson, Inc. 

Nekoosa-Edwards Paper Co..............- 24 
Agency—The Cramer-Krasselt Co. = 


Neva-Clog Products, Inc................. 
Agency—Wilson, Haight, Welch & Grover, Inc. 


Office Management,.................- 8, 20, 56 

Ee IN cova ceecunseseeneesvtesies 23 
Agency—PaPorte & Austin, Inc. 

Olympia Typewriter Div., Inter-Continen- 
Si cttw wseaw eset veuves 73 
Agency—Mann-Ellis, Inc. 

Oxford Filing Supply Co., Inc...........- 68 
Agency—Kelly Nason, Inc. 

Ozalid Div. of General Aniline & Film 
Cas Usha ceorkwavuNt eos w wees ss 

Agency—Benton & Bowles, Inc. 


Pacific Instrument Corp................ 17 
Agency—McMann-Erickson, Inc. 

Peerless Photo Products, Inc............ 14 
Agency—John Mather Lupton Co., Inc. 

Peerless Steel Equipment Co............ 62 
Agency—Norman A. Strang Adv. 

bik a 068s eraceweieneuxsmse 101 
Agency—The Rumrill Co., Inc. 

rrr eee 10, 91 
Agency—L.E. McGivena & Co., Inc. 

oe og tte cd ccew sewed 99 
Agency—Mar-Pat Adv. Agency 

Record Corp. Subsidiary of Eastman siti 

AR RES a eee 47 

Agency—J. Walter Thompson Co. 

Reynolds & Reynolds Co., The.......... 54, 55 
Agency—Weber, Geiger & Kalat, Inc. 


Roberts Rubber Co., Weldon............ 80 
Agency—LaPorte & Austin, Inc. 

ee Saar 92 

Royal Typewriter Co., Div. of Royal McBee 


chive ciad Sh bea es Benne ces 4th Cover, 79 
Agency—Young & Rubicam, Inc. 

Roytype, Royal McBee Corp............. 79 
Agency— Young & Rubicam Inc. "| 

eT ee 15 
Agency—Roland G. E. Uliman Organization, Inc. 
IN 5 a6 cir id 0-0 6 0.0 B86 90 
Agency—J. Walter Thompson Co. 

ee ee ere 99 

Shreamaster Corp., The................. 97 
Agency—Cayton, Inc. 

pe RS es . 

a 93 
Agency—A yres, Swanson & Assoc., Inc. 

ET err ere 69 


Agency—Cunningham & Walsh, Inc. 


Sorg Paper Co. Digsasséeeerresdeweees 95 
Agency—Wm. Savage & Co. a | 

Soundscriber Corp., The................. 7 
Agency—Fuller & Smith & Ross, Inc. 

Standard Register Co., The...... dathae ae 71 


e 
Agency—Don Kemper Co., Inc. 
Stenocord Div. of Pacific Instruments 


‘orp 
Agency—McCann-Erickson, Inc. 


Es cept ended nek atbeb es eu a 83. 
Agency—Marsteller, Rickard, Gebhardt & Reed,Inc 

Thomas Collators, Inc.......... needn't 72 
Agency—Car penter-Proctor, Inc. 

Traveletter Corp....... RE ee 
Agency—Van Lear Woodward Associates, Inc. 


Venus Pen & Pencil Corp 
Agency—Doyle, Dane, Bernbach, Inc. 

ORR aaa ae 
Agency—Ritter-Sanford, Price & Chalek, Inc 


Wabash Filing Supplies, Inc............. 70 
Agency—Bonsib, Inc., Adv. Agency 

Waxon-Carboff, Inc.... .. eT -7103 
Agency—C. Bernard Murphy Ado. 


Use Readers’ Inquiry Coupon on page 102 


costs less, too with 


SECOND SHEETS FOR CORRESPONDENCE 


Second sheets, includ 
ing up to 10 copies ore 
self-duplicating without 
carbon insertions 
ready for mailing or fil- 
ing direct from the type- 
writer 


Vari-colored forms in 
self-adhering sets 
printed to your own size 
and color requirements r 
by Woxon-Corboff or 

your own printer. Write 

us for printing quote 

tion. 


x 5” INDEX CARDS 


Provides an automotic 
file record of your moil- 
ing list. Simply insert un- 
der flap of envelope or 
behind address oreo of 
letter before typing. 
Choice of red or white. 


Tamper-safe duplicote 
tally sheets and rolls 
save time and money in 
your bookkeeping de 
partment. No more 
“blind” tally sheets 

© Carboff is visible os 
it's being mode. 


write FoR FREE sampte kit 
WAXON-CARBOFF, INC., DEPT. M-10 
8 COMMERCIAL ST., ROCHESTER 14, N. Y. 
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editorial 


What these symbols signify 


THIS month, we're going to discuss a subject, which, at first glance, may seem 
remote from the needs and problems of office administration. Actually, however, 
a moment’s thought will reveal that it has a very direct relation to the man 
charged with responsibility for the office, as it does to every businessman who 
looks to business magazines for ideas and information. 


The subject is audited, paid circulation for business magazines, what it stands 
for, and why Office Management endorses it so heartily. 


We believe the acid test of the value of any product is whether or not people 
will pay to get it. We believe that a good product need never be given away. 
That is why we display so proudly the two symbols shown above. These insignia 
stand for the Audit Bureau of Circulations, and for the Associated Business Pub- 
lications, all of whose member publications belong to the ABC. 


The Audit Bureau of Circulations, established in 1914, was the first organiza- 
tion ever created to audit the exact, paid circulation of magazines and newspapers. 
In order to qualify for membership, a publication must have paid circulation and 
keep precise records on all subscribers, which are checked and verified each year 
by ABC auditors. Obviously this offers assurance to advertisers that the circulation 
figures presented by any ABC publication are accurate. But we think paid circu- 
lation offers an assurance to business magazine readers as well. 


That assurance is this: The magazine they are reading has been built up over 
a period of years in a competitive situation; it has had to win reader acceptance 
and support; it has consistently interested readers and offered them a good value, 
a value which has met the acid test. 


Paid circulation offers every reader the assurance, in other words, that he is 
spending his time on a substantial product, a product that has proved consistently 
helpful to others in his field, and that has obviously won their interest and con- 
fidence. And we don’t feel that anything except a paid circulation magazine can 
ever give the reader that assurance of reliability. That is why we’re proud to be 
the only magazine devoted to office management that has the right to display 
these symbols. And that is why these two insignia appear on the masthead of 
every Geyer-McAL.tsTeER publication. 
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I-,:-9 


terrible time!:,:-4 


Having \ --<------=-----=- 


with the office plan 


. with a plan to transform the battle area 
into a haven of efficiency. An Invincible execu- 
tive suite (stunning new Mono-Wing Modern- 
aire desk with smart Aerogrill pedestal, plus 
modular grouping of Modernette lateral work 
area and wall ensemble). Our now amiable 
executive gets more work done with less effort 
and, obviously, without misery. Simple when 
you know how ~— as the Invincible Man cer- 
tainly does. He offers planning service to solve 


out your own office ideas. 


Business-engineered for better business livirg 


METAL FURNITURE COMPANY, Manitowoc, Wisconsin 
It Conade A. R. Davey Company, Ltd., Factory Rep. 1162 Caledonia Rd., Toronto 10 


,EMEN! 


Use Readers’ Inquiry Coupon cn pa 


wish you Were 


... Wild man dictation? Ah, but a 
wild man executive! No drawer space, 


up, driving him C-R-A-Z-Y! Nobody 
else gets much done either. 


Then along came the Invincible Man 


any office bottle-neck — and the world’s 
finest steel desks, modular units, chairs, 
files, for all executive, professional and 
general office requirements. 


Not really wearing shining armor, 
vincible Man is nevertheless a doer of great 
deeds. Call on him without obligation for 
periodic office check-ups. Meanwhile, send 
coupon for colorful Invincible brochure, 
and Planning Survey form for noodling 


a ie 
tT). Without cost or obligation please send Invincible 
iS brochure and a survey form from the Invincible 
A = Planning Kit. 
i. 
% 7 Name... 
x Firm 
Address 


here!!! 


no work area, clutter piling 


» He neh ane +s i se ye 


Unhappy, unprofitable situation — = 
getting worse by the minute! ae 
if 
a iF i 15 
a a. 


the In- 


INVINCIBLE ~~ 
METAL FURNITURE COMPANY 
Dept. 8-10, Manitowoc, Wisconsin 
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When you want it in a hurry, 


she needs the most modern 


electric of all! 


BMI 41888 BO Ut Iss 4O sti stes SO ttt 
ai 


UNEQUALLED SPEED! The Royal Electric’s unique feather- 
light touch and instant response make it the fastest typewriter 
of all. Work is done in record time! 


MATCHLESS REPRODUCTION! No heavy characters, no faint, 
fuzzy ones. You get the sharpest, most perfectly aligned work 
ever to come out of a typewriter. 


WIDEST TYPE CHOICE! Choose from 74 exclusive, distinctive 


type faces. There’s one to fit your business perfectly. 


EASIEST TO OPERATE! Convenience features like exclusive 
Magic" Margin and Twin-Pak, the instant-changing ribbon 
fingers never touch—save time, cut typing fatigue toa minimum. 


Call your Royal Representative for a demonstration and free 
trial. Your old typewriters are worth plenty in trade. 


* CENTURY, one of 74 Royal type styles. 


There are more Royal Typewriters in office use 
than any other make. 


the business-minded ROYAL electric 


Product of Royai McBee Corporation, world’s largest manufacturer of typewriters. 
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